eLicense: Establish Account, Reset Password, Retrieve User ID

A. Establish eLicense Account

1. Visit eLicense Online at https://elicense2-secure.com.ohio.gov/ In the “Access Your Account” window,
click “1%t Time User” tab.
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c £ n T F p Division of Financial Institutions eLicense Center

i Welcome

The Department of Commerce no longer accepts cash as of February 1, 2023. NMLS users will continue
to pay solely via NMLS, and any other payments submitted to the Division will continue to be required in
the form of a cashier's check or money order.

A Access Yourr Ac~nunt

Acooun 1st Time User '

User ID
]
User ID Welcome to the Ohio Department Of Commerce eLicense Center.
~ You may access the lookup function by clicking Online Lookup under ONLINE SERVICES to view a full search
Password . % screen.
4
Password ~ . . . . . .
This secure server encrypts all information that you transmit to us while using our
oy sm? u.smg Secure Sockets Layer - SSL. - . .
"Q This includes your user name, password, billing information, credit card number,
b v . .
3;-_ expiration date and all renewal information.
Forgot Password? Forgot User ID? =% This site requires the use of COOKIES and JAVASCRIPT enabled.

2. Enter information into the appropriate fields - all fields are required. Then click “Log In”

& Access Your Account

1st Time User

If you are a first time user, click here for
instructions.
I User ID

I Email Address
Formatted Credential Number(@
Tax IDITIN (last four digits)

B <—

Forgot Password? Forgot User 10?7
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3. Once logged in, you will see that the system shows notification of 3 issues that need resolved
for the account to be established and accessible: a) Establish Security Questions, b) Verify
Email Address, and c) Change Password (via “Forgot Password” for first-time users).
a. Establish Security Questions. These are required to create and/or reset your
password. Choose questions from the drop-down options and provide answers; click
“Save” when completed. Document the information for future reference.

Logout = $0.00 Checkout
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Change Security Questions

A There are currently 3 issues with your account.
Please resolve them before going further.

HOME MY ACCOUNT ONLINE SERVIGES ~

Your email address has not been verified. If you have not yet received an email to do this, please follow the instructions below.
No Secret Answers.
First time users must change their password

Security Questions

You must answer 2 different security questions below.

Question 1 Answer 1*
‘What is the middle name of your oldest grandchild? Answer 1
Question 2 Answer 2*
‘What is the middle name of your youngest brother or sister? Answer 2
Question 3 Answer 3*
What was the destination of your first airplane trip? Answer 3

= N

b. Verify Email Address.
* Make sure that your email is correct in the display as shown below,
then click “Generate E-mail.”
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‘Your security guestions have been changed successfully.

HOME MY ACCOUNT ONLINE SERVICES ~

A There are curently 2 issues with your account.
Please resolve them before going further.

Your email address has not been verified. If you have not yet received an email to do this, please follow the instructions below.
First time users must change their password

User ID: HAIR191121 Change User ID

E-mail:
Your account or new email address has not yet been verified
You have been sent a verification email by the system to your email address of record.
You may have to check your SPAM filter. Click on the link provided in the email.
Once clicked you will be returned to your account and provided access.

Change Email

If you have not yet received the email, you may click the below button labeled "Generate E-mail” and a new one will be sent to you.
Please note: When you click the "Generate E-mail” bution any older verification emails will be invalid. Ensure that you click the link in the most recently
received email.

Generate E-mail @

Password:  Change Password

Security Change Security Questions
Questions:



* You will receive an email from “webmaster@com.state.oh.us”
containing a link starting with “https://elicense2-
secure.com.ohio.gov/Account/VerifyEmail........ ”. Click the link to click
to verify your email address; you will be directed to the screen shown
below, with confirmation that your email has been verified.
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*Your e-mail address has now been verified. The Online Services link allows you to navigate our site by selecting the appropriate transaction you wish to accomplish. Online Services is
located at top and bottom of this screen.

There is currently 1 issue with your account
Please resolve it before going further.

First time users must change their password

UserID: HAIR191121 Change User ID
E-mail: ‘Change Email

Password: Change Password

Security Questions: Change Security Questions

c. Establish New Password. To establish a password, click “Logout” (as shown
above) to return to the Home screen of the eLicense Center. You must then
proceed with the following instructions for “Reset Password”

B. Reset Password

1. From the Home screen, click on the “Forgot Password?” link under the “Log In” button.
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HOME MY ACCOUNT ONLINE SERVICES

i Welcome

The Department of Commerce no longer accepts cash as of February 1, 2023. NMLS users will continue
to pay solely via NMLS, and any other payments submitted to the Division will continue to be required in
the form of a cashier's check or money order.

& Access Your Account

Account

User ID

User ID Welcome to the Ohio Department Of Commerce eLicense Center.

~ You may access the lookup function by clicking Online Lookup under ONLINE SERVICES to view a full search
Password - . screen.
J
Password ‘ i . . . . .
This secure server encrypts all information that you transmit to us while using our
\ sm.a u.smg Secure Sockets Layer - SSL. o . .
. This includes your user name, password, billing information, credit card number,

E_ expiration date and all renewal information.
’ rgot User 107 B This site requires the use of COOKIES and JAVASCRIPT enabled.




2. Enterthe Company’s User ID and then Click “Next.”

Login
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Password Recovery

Step 1. Enter User ID

vser:| ]

HOME MY ACCOUNT ONLINE SERVICES ~
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3. Enterin the answers to the Security Questions (from Step 3 of “Establish Account”) and click “Next.”

Cicense Ohio Department of Commerce
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HOME MY ACCOUNT ONLINE SERVICES ~

Password Recovery

Step 2. Answer Security Questions
Answer the security questions to proceed:

What is the middle name of your oldest grandchild?

What is the middle name of your youngest brother or sister?

]
|—>| Next | |Cance||

4. Enter the company’s New Password that you wish to establish. Then click “Finish.”

Login

Cicense Ohio Department of Commerce
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Password Recovery

Step 3. Reset Password

HOME MY ACCOUNT ONLINE SERVICES =

New Password [ | ]

Re-type Password

$| Finish | | Cancel |

Note: passwords must be between 8 and 25 characters in length and include at least 3 of the
following:

a. 1 lower case letter c. 1 number

b. 1 upper case letter d. 1 special character




5. Once the new password is accepted, you will be logged out of the eLicense Center. Click “Login” if you
need to access your account.
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You should be able to login with your new password.

6. Document and share the User ID, and Company Password as necessary!
a. The User ID and Company Password may be needed for more than one function (ie: Company
License print, Annual Report if required, etc).
b. Be sure that all pertinent Company employees know the User ID and Password.
c. Ifthe Password is reset, be sure that all employees are informed of the change.

C.Retrieve User ID

1. From the Home screen, click on the “Forgot User ID?” link under the “Log In” button.
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i Welcome

The Department of Commerce no longer accepts cash as of February 1, 2023. NMLS users will continue
to pay solely via NMLS, and any other payments submitted to the Division will continue to be required in
the form of a cashier's check or money order.

& Access Your Account

User ID Welcome to the Chio Department Cf Commerce eLicense Center.
YYou may access the lookup function by clicking Online Lookup under ONLINE SERVICES to view a full search

Password - % screen.
Password ‘ ) . . . . .
This secure server encrypts all information that you transmit to us while using our
1 - ey site using Secure Sockets Layer - SSL.
Login - S ) .
::{ This includes your user name, password, billing information, credit card number,

E' expiration date and all renewal information.

Forgat jasswc‘ ] This site requires the use of COOKIES and JAVASCRIPT enabled.




2. Enter the email address on file with the Division. (If you don’t know, contact DFI at
WebDFI-CF@com.ohio.gov)

Login
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Login Recovery

Step 1. Enter E-mail

E-mail Address | |
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3. Enter the answers to the Company-established Security Questions and then Click “Next.” (If you don’t
know, contact DFI at WebDFI-CF@com.ohio.gov)

Login
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Login Recovery

Step 2. Answer Security Questions
Answer the security questions to proceed:

What was the destination of your first airplane trip?

What was the last name of your first teacher?

> " Nex | [ Cance
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4. Once you receive a confirmation message, obtain the User ID that was sent to the email address
shown and then click the “Return to Main Page” link to proceed with eLicense Login.

Login
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Login Recovery

Step 3. Reset User ID
Your user name has been sent o {EMAIL ADDRESS ON FILE}

Return to Main Page

Finish ] [ Cancel
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