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This Guid e represent s th e w eb page s presen t in th e syste m at th e t ime th e 

Guid e was developed . The progra m area s and board s have th e abilit y to 

configur e th e we b page content s and th e tex t containe d on th e we b pages . 

The view s of th e web page s in this Guid e may no t be th e exac t 

repr esentation of the current syste m.  
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Introduction  
 

This guid e provides instructions for initial Instructor of Community He alth 

Worker (CHW) certification application based on completion of DSHS 
Certified  CHW Instructor  Training  course .  The VO (Versa:Online ) Licens e 

Servic e websit e give s easy acces s fo r user s to perform a numbe r of task s 
directl y fro m th e onlin e portal . 

 
In these instructions License and Certification are the same.  

 
Review requirements for  initial Instructor of CHW certification located at:  

 
http://www.dshs.texas.gov/mch/chw/CHW -Instructor -doc.aspx    
 

 

Online  Licensing  Application and Help  Center  
 

The websi te is availabl e on th e Texas.Go v Hom e pag e and Onlin e Service s 

button . The we b addres s is: https://vo.ra s.dshs.state.t x.us/  

 

http://www.dshs.texas.gov/mch/chw/CHW-Instructor-doc.aspx
https://vo.ras.dshs.state.tx.us/
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Welcome  Page  
 

The firs t pag e of th e Vers a Onlin e Licens e Servic e allow s th e use r to Log On if 

the y are a returning user  or ente r a new registratio n by selectin g th e 

Register as a  new us er link.  
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Ne w  Use r  Registration  
 

To establi sh a registration , fil l in th e requeste d informatio n and cli ck th e 

Nex t butto n to proceed.  Enter your full legal name, do not use nicknames.  

This is the name that will appear on your  CHW Instructor  ID badge and 

certificate if your application is approved.  

 

If you are having trouble seeing or selecting the ñIôm not a robotò check 

box re fresh the page and try again or use a different web browser.  
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Preview  Registration  
 

This pag e present s th e dat a entered  for  the  registered  user.  
 

 
 

The syste m wil l send a messag e to th e liste d email addres s tha t contain s 

th e User ID  and a  temporar y password.  
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Temporary  Password  Email  -  Example  
 

 

Hello Monica,  
         

Thank you for registering for an online account.  Please complete your 

registration by logging on to your account at:  
         

https://vo.ras.dshs.state.tx.us/  
                 

Your online userid is your complete e -mail address and your temporary 
password is provided below.  

         
Please note that your online password is case sensitive.  

         
    USERID: Monica.Maldonado@dshs.texas.gov  

    PASSWORD: XvkBWyR2  
             

*** Note: This is an automated email.  Do NOT reply to this message.  

 

 
 
 

 
 
 

  

https://vo.ras.dshs.state.tx.us/
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First  Log  On  After  Registering  
 

Ente r th e User I D and Passwor d provide d in th e email.  
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You wil l be aske d to chang e you r Password . Ente r th e Passwor d provide d in 

th e email an d you r new Password . Your new Passwo rd mus t contai n uppe r 

and lowe r case letters , number s and specia l characters.  
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Forgot  Password  Process  
 

If you forget your password, then  clic k th e ñForgot password ?ò link.  
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The resultin g pag e wil l ask fo r you r User ID.  
 

 
 

The securit y questio n pag e wil l be presented.  
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A new passwor d wil l be emaile d to th e addres s in you r registratio n profile.  
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Main Menu ï Application Selection 
Apply for Community Health Worker (CHW) Instructor certification - Initial Online 
Application based on Completion of Instructor Training Course 

 

The Main Menu page  allow s yo u to appl y fo r a new license , edi t your use r 

profile , and add license s to you r registrat ion . Look for ñApply fo r a New 

License .ò  

Under ñWhat are you applying for?ò select Community Health Worker 

Training and Certification Program  from the ñChoose Boardò drop down 

menu . From t he ñChoose Applicationò drop down menu select:  Initial CHW 

Instructor -  Training .  Click on the ñSelectò button to the right. 

 

This page also allows you to check on the status of an application previously 

submitted. Select ñView Application Statusò. 
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Requirements 

The openin g pag e of th e initia l applicatio n proces s provide s an introductio n to 

the application requirements  and review process.  Before beginning the 

application, review the requirements on the  Texas Department of State Health 

Services  (DSHS) CHW website. S ave all necessary documents in PDF form for 

submission . 

 

http://www.dshs.texas.gov/mch/chw/Community-Health-Workers_Program.aspx
http://www.dshs.texas.gov/mch/chw/Community-Health-Workers_Program.aspx
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Functio n Suitabilit y  

This page has  a serie s of question s to determine i f you meet the 

requirements to appl y online .  

 

In this section , license/registration/permitò is equal to CHW instructor  

certification.  
 

 

You will have to answer the questions above every time you sign in to view or 

update your application online.  
 
Some applicants may experience a problem with the ñYesò and ñNoò 

disappearing.  The top radio button will always be ñYesò and the bottom ñNoò. 
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An error  generate d by an answe r tha t doe s no t allo w th e applicatio n to 

procee d is displayed in red  text .  
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Personal  Information  
 

Nam e an d Persona l Detail s  pag e ask s fo r in formati on about you. 

Informat ion that is require d is marke d wit h an asteris k (*) . Certification as a 

CHW Instructor  requir es tha t a perso n has reache d 18 year s of age to appl y 

fo r certification . 
 

 

 

 

 

Contact Informat ion  

 
This  pag e lis ts th e mailing, home and work addresse s associate d wit h thi s 

license . The Main address is your street address . B ot h the Main addres s and 

Home  addres s ar e required .  

 

DSHS will mail your notice of certification and any correspondence to the 

Mailing address listed in your application.  

 

You can  enter your current work or volunteer address information in the ñAdd 

Another Contactò section at the bottom of the screen. 
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The city , stat e and count y wil l be automatically  fille d in after you enter the 

zip code and click the Zip Look up butto n.  I n som e cases , th e zip code ma y 

be locate d in mor e tha n one  county . You ma y be aske d to selec t th e corre ct 

count y fro m th e dropdown  menu . 
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Add Another  Contact  
 
Enter your current work or volunteer information by selecting ñWork Address 1 ï CHW 
Instructorò from the dropdown menu and clicking the ñAddò button.  You may have to 
scroll down to see the new fields. 

 

 
 

Screen shot below shows where the work or volunteer information will be 

entered.  
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General  Questions  

Complete the information requested below 

The General  Questio ns page  allo ws th e you  to answe r question s concernin g 

education , language preference and othe r informatio n. These question s are 
require d where indica ted, bu t wil l no t sto p the applicatio n proces s.   

¶ Under ñHighest Level of Careò select your  highest level of education  

¶ Under ñCategoryò select your language preference for correspondence. 

¶ Under ñôType of Businessò select the type of organization where you 
work or volunteer.  

¶ Under ñAdditional Attributesò select all that apply. 

 

Click Nex t to procee d to th e nex t set of questions .  

The general  questio ns page  is displaye d below:  
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Please check all that apply. 



 

DSHS Online  License  Services  

Page 25 of 31 
 

 
Language Us ed  

On this screen, indicate the languages you use . 

Add other language by pressing the ñAddò button. 
 

 

 

 

Course completion information  
 

Fill out this section with the with i nformation of the DSHS approved Instructor 
certification course you completed.
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Other Licenses / Certifications  

Add other current Texas Professional licenses or certifications  in another 
Health Profession .   

 
 
 

Networks and Association Relationship  

Affiliation with DSHS - Certified Training Program and  

CHW Network and Association Relationship  
 

Once certified, an instructor  must be affiliated with  one or more training 

programs for CHWs or Instructors approved by DSHS  in order to provide 

DSHS-certified training . Enter the name of the DSHS-approved training 
program(s) with whom you want to be affiliated in the assigned box  

 
 

A list of training programs approved by DSHS to deliver certified training for 
promotores/community health workers (CHWs) or instructors is lo cated at 

http://www.dshs.texas.gov/mch/chw/training.aspx .  
 

If you are a member of a CHW network or association , enter the name of the 
CHW association in the assigned box.  

 
Go to http://www.dshs.texas.gov/mch/chw/resources  for a list of CHW 

Networks/Associations.  
  

http://www.dshs.texas.gov/mch/chw/training.aspx
http://www.dshs.texas.gov/mch/chw/resources
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