
 

 

Applying for an Elevator Mechanic’s License 
(Out-of-State Elevator Mechanic License Holder “Reciprocity”) 

 
For information regarding license requirements, please visit the Elevator Contractor and 

Elevator Mechanic License page of the Ohio Department of Commerce’s website. 
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Logging in to the eLicense Portal 

 
• Open an internet browser window (the State of Ohio recommends you use Google 

Chrome or Mozilla Firefox when visiting the eLicense Portal) on your device. 
• Go to the eLicense Portal (https://elicense.ohio.gov/), then click on LOG IN.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://com.ohio.gov/divisions-and-programs/industrial-compliance/boards/elevator-board
https://com.ohio.gov/divisions-and-programs/industrial-compliance/boards/elevator-board
https://elicense.ohio.gov/


 

• If you already have an existing eLicense account: 
o Enter the email address associated with your eLicense account, and the 

password you created, in the appropriate fields, then click on LOGIN.  
• If you do not have an existing eLicense account, go to the “Creating an eLicense 

Account” guidance.  
 

Note: If you have not logged in to the eLicense Portal for over a year, you may be 
required to reset your password for security purposes. Skip to “Resetting Your 
Password” for instructions. 
 

 
 
Resetting Your Password 
 

• If it has been over a year since you last logged in, or you do not remember your 
password or the email address associated with your eLicense account, click on Reset 
Password? or Forgot User ID? Follow the applicable instructions to reset your password 
or to retrieve your login email address. 
 

 
 
 
 
 
 
 
 
 
 
 

 
 

https://dam.assets.ohio.gov/image/upload/v1738243788/com.ohio.gov/documents/DIC_Creating_an_eLicense_User_Account_Instructions.pdf
https://dam.assets.ohio.gov/image/upload/v1738243788/com.ohio.gov/documents/DIC_Creating_an_eLicense_User_Account_Instructions.pdf


 

Note: When resetting your password, please make sure there is a green checkmark 
beside all of the password requirements.  
 
 
 
 
 
 
 

 
 

 
 
 
 
 

 
Applying for a License 
 

• On your eLicense Dashboard, click on + APPLY FOR A NEW LICENSE or the + icon in 
the “New License Applications” box, to start an application.  

 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 



 

• On the “License Selection” page, select the following from the drop down menus: 
o Board - Div. of Industrial Compliance: Elevator 
o License – Elevator Mechanic 
o Application Type – Reciprocity 

• Once you have selected the board, license and application type, the application 
instructions will populate. Please read the instructions thoroughly, then click on SAVE 
AND CONTINUE.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Personal Information 
 

• On the “Personal Information” page, enter the required information or select the 
appropriate option in each field.  

• Click on + Add Address next to “License Public Address” to enter your address. If your 
mailing address is different from your public address, click on + Add Address next to 
“License Mailing Address”.  
 

 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 



 

o  Click on the appropriate Geo Validated Street Address.  
o Once you have selected an address, click on the check box under “Public,” then 

click on SAVE AS PUBLIC. Follow the same steps for the mailing address. 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Once you have completed the personal information page, click on SAVE AND 
CONTINUE at the bottom of the page. 

 
Background 
  

• On the “Background” page, click on ADD LICENSE to enter out-of-state elevator 
mechanic’s license information. Enter your license information in the required fields, then 
click on SAVE. You will need to click on ADD LICENSE for each out-of-state license you 
have.  

• Once you have completed the “Background” page, click on SAVE AND CONTINUE. 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Questions 
 

• On the “Questions” page, answer all the questions. Additional questions may populate 
depending on your answer. Once you have answered all the questions, click on SAVE 
AND CONTINUE. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Attachments and Attestation 
 

• On the “Attachments and Attestation” page, read the attestation(s) and upload the 
required documents. Once you have read the attestation(s), click on ATTEST. To add 
attachments, click on ADD ATTACHMENT and upload the appropriate documents (i.e., 
active engagement experience verification documentation, license verification and 
disciplinary history form, copy of out-of-state license(s), etc.) for each section. Click on 
SAVE AND CONTINUE once you have completed this page. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

• In the event you missed any part of the application, you will be informed of the items that 
must be completed before you can submit your application.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Review and Submit 

 
• Once you have completed the application in its entirety, read the final attestation and 

provide consent by selecting the box above “I accept,” then enter your first and last name 
as it appears on the application. 

• Click on Submit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Paying Fees 
 

• After you have submitted your application, you will be taken to the “Items” page of the 
Cart, which will display the total amount owed for the application fee. Click the box next to 
“Select All,” then click on CONTINUE to proceed.  

• On the “Checkout” page, click on CONTINUE.  
• Next, select whether you will be paying by credit card or electronic check.  

 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
  
 
 

 
 

 
 
 
 

• Once you are on the “Payment Information” page, enter the appropriate information and 
click on CONTINUE once completed.  

 
Note: The payment and billing information should match the information associated with 
the credit card or bank account. A penalty fee of $30.00 will be assessed for any check or 
other draft instrument used to pay the fee that is returned to the Division as unpaid.  
 

• Review the payment information you entered to ensure it is correct, then click on 
CONFIRM. 

• Once you have confirmed your payment, you will see the message below. Please do not 
click the browser back button, or any other button, while your payment is processing.  

 
 

 
 



 

• Once your payment has finished processing, you will be taken to the “Payment 
Successful” page where you can print the receipt, email the receipt, return to eLicense or 
logout. 

 
 
  
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 

 
• Once your application and payment have been received, you will receive the following 

emails from noreply@salesforce.com and/or elicense-noreply@das.ohio.gov: 
o Application and Payment Received 
o eLicense Ohio – Payment Confirmation and Receipt   

 
Review Application Status 
 

• Once your application has been submitted, you can check your application status by 
doing the following:  

o Go to your eLicense Dashboard. 
o On the application (APP) under “New License Applications,” click on OPTIONS, 

then click on REVIEW CHECKLIST. 
• The status for experience verification documents, experience requirements, BCI 

background check fields, FBI background check fields and board approval fields will 
update when the application has been reviewed.  
 

 
 
 
 
 
 
 
 
 
 
 
 

mailto:noreply@salesforce.com
mailto:elicense-noreply@das.ohio.gov


 

Application Approval 
 

• Once your application has been approved, you will receive the following email from 
noreply@salesforce.com and/or elicense-noreply@das.ohio.gov, which will include a PDF 
of your license: 

o Notification of Initial License Issuance  
 

Download Wall Certificate 
 

• If at any time, you misplace your license or need another copy of your license, you can 
obtain your license by doing the following: 

o Go to your eLicense Dashboard 
o On the license (EM) under “Your Licenses,” click on OPTIONS, then click on 

DOWNLOAD WALL CERTIFICATE. 
o Your license will populate and give you the option to download and save or print 

it.   
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