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How to Submit a Service Request

(i.e. name change, address change, change in brokerage, etc.)




How to Submit a Service Request (1 of 3)

The eLicense LPI Portal allows you to submit Service Requests.

Service Requests are forms applicants and licensees use to ask for support or

maintenance from their licensing agency. Portal users have a list of service request

options for each application and certification in their Dashboard.

: /Note:

or license being viewed, based on conditions like:
* Issuing agency

» Certification type

e Status

! Time to expiration

— You will only see a Service Request when it is relevant to the application

\
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Once you login the eLicense LPI Portal, you will land on the Homepage. The following
steps will walk you through the process to submit a Service Request:

a Click the Dashboard tab, then navigate to the My Licenses subpage.

e Click the View button on the certification that needs a Service Request.

t@ﬁw eLicense Ohio
rdrd Professional Licensure
1 Dashboard Apply for New License Submit Complaint More v

My Licenses My Applications More Actions

My Licenses

Easily submit your license application online by selecting Apply for New License and completing the required form
Once submitted, your application will be received and reviewed by the appropriate licensing agency.

Apply for New License

If you have an existing license, it will be listed below
+ To sort your license records, select Sort By and choose an option.

* To review the full details of a license, initiate a renewal, or submit a service request to your licensing agency, click the View button to the right of the license in the list below.

B} Brokerage

Agency

License Type Account Name
Real Estate Professional Licensing Brokerage Test Portal User4
Status License Number Expiration Date
Active 2025000012 06/30/2026

e Click the Actions button on the selected certification and select the New Service
Request option from the dropdown menu.

Business License

w Actions
R 9

Effective Date

Download My Certificate
Expiration Date Status
output 06/30/2026 Active I New Service Request I
Renew

~ Information

Name 2025000012 Status Active

Type Brokerage Status Reason

Organization

v License Dates

Issuance Date @ 6/12/2025 Ready for Renewal

&

Effective Date 6/12/2025, 11:35 AM

Expiration Date 6/30/2026, 4:00 AM
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The Choose a Service Request page appears.
Click the blank Service Requests field to see a dropdown list of Service Request options
available to the licensee.

Dashboard Apply for New License Submit Complaint More ~

Choose a Service Request

* Service Requests

Next
e Select the type of Service Request to submit from the dropdown list.
Choose a Service Request
[ J
LY / . . \
-O- Note About The Steps for Submitting Service Requests
4 \
< The general steps for completing each section of a Service Request are similar.
Licensees will complete all relevant fields for the requested change and click

Submit.

This job aid provides an example using one scenario: Salesperson Transfer

\_ )
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How to Change the Company Name of a Brokerage Firm:

a For this example, Change of Company Name was selected from the dropdown
list. Click the Next button.

Choose a Service Request

*Service Requests
Salesperson Transfer

License Information for the selected licenses and Steps to complete the Service

e Request appears on the page.

Review each page and input the required information. Click the Next button to
proceed.

Instructions

Instructions: O Instructions
All required fields must be complete and fees paid to submit.

® Ethical Conduct and Legal History

® Sponsoring Brokerage Information

® Attestation
® Complete Signature

®  Submitted Successfully
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e Once all steps are completed, you will be redirected to the Central Payment
Portal to submit payment.

Central Payment Portal

Enter Payment Information

Please enter your credit card payment and billing information below. All of the fields marked with an asterisk are required.
For assistance locating the card security code, please select the following:

Locate Card Security Code

Default [BETA] Payment Summary

Once the payment processes, a page appears confirming successful
submission of the Service Request. Click the Return to eLicense Dashboard
button.

Payment processed

Payment Information

Payment Status: Paid Payment Date: 8/18/2025 2:54:08 PM
Payment Amount: $25.31 Confirmation Number: 1381

Applicant Name: Test Portal Users
a Retumn to eLicense dashboard

.‘O’. 4 Note About The Steps for Submitting Service Requests h

< The general steps for completing a Service Request in the eLicense LPI Portal are
similar, regardless of the type of request. Licensees will be asked to provide details
or a reason for the change, complete the relevant fields, submit payment (if
\applicable) and click the Submit button to complete the request )
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