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For information regarding license requirements, please visit the Elevator Contractor and
Elevator Mechanic License page of the Ohio Department of Commerce’s website.

Applying for an Elevator Mechanic’s License
(Out-of-State Elevator Mechanic License Holder “Reciprocity”)
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Logging in to the eLicense Portal

e 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.
e Go to the eLicense Portal (https://elicense.ohio.gov/), then click on LOG IN.

c% aLicense Ohio
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¢ 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 elLicense
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.

Access your existing eLicense Ohio account

Sign In here to apply, renew or update your license

LOGIN

Don't have an account? Register
Reset Password? Forgot User ID?

= Your eLicense session will end after 30 minutes of inactivity.

- The eLicense application can only be open and active in one browser session
at a time.

- For best results, access the eLicense application from a desktop or laptop
device using the latest version of Google Chrome or Mozilla Firefox browser.

Resetting Your Password

e Ifit 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.

Access your existing eLicense Ohio account

Sign In here to apply, renew or update your license

Don't have an account? Register
Reset Password? Forgot User ID?

« Your eLicense session will end after 30 minutes of inactivity.

« The eLicense application can only be open and active in one browser session
at a time.

« For best results, access the eLicense application from a desktop or laptop
device using the latest version of Google Chrome or Mozilla Firefox browser.



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.

Password must contain:
= 10 or More Characters
& 1 Uppercase Letter
E 1 Lowercase Latter
E 1 Numbear
[¥ 1 Special Character (e g. $%"M@#)

Fassword must not contain:

¥ User's First andfor Last Mamea

Applying for a License

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

O UPDATE LICENSE FILEA MCDUCK,
Ohlo R EMAIL DASHBOARD  LOOK-UP  comPLainT Q] SCROOGE W Locoy

TESTING ENVIRONMENT - NOT FOR PUBLIC USE

Welcome to your eLicense
Dashboard

c [ —— + APPLY FOR A NEW LICENSE MY HISTORY

Are you looking to apply for a new business license? First, add your business by clicking here before applying

New License Applications

To edit o withdraw an application, please click on the Oplions button
SORTBY ~

The license application process
is very simple. Instructions for
each stage of the license
application will explain what
information is necessary to move
forward to the next stage of the
application process. The status
indicators at the top of each
page of the license application
will indicale whal stage you are
currently in for the process.
Once you have compl e *
license application aa
submitted it, the appro}

Board will review your license
application.

Click the *+ icon of the Add a
License box to the right to
begin the application process.
To see your existing licenses,
scroll down to the next
section.

=
Qo

Are you Interested In registering to be an organ, eye, or tissue donor? One donor has the power to save up to
eight lives and heal up to 75 more.

It takes less than 2 minutes to register to be an organ donor at: hitps:i/ds telife.ohio.gov/help at-
us

SUPPORT REGISTRATION GUIDE CONTACT PRIVACY NOTICE WWW.OHIO.GOV  GENERAL TERMS




¢ 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
e 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.

UPDATE LICENSE

Ohio |:==

EMAIL DASHBOARD LOOK-UP

TESTING ENVIRONMENT - NOT FOR PUBLIC USE

License
Selection

Select the Board for which vg
seeking a license. Next, selet
license type, individual license

and application type.

If you are applying with the Ce
Board of Nursing, Board of
Pharmacy, the Speech and

Hearing Professionals Board, or

the Chemical Dependency Board
and are unsure of what license to
apply for, click here to access the
license questionnaire

o 'SAVE AND CONTINUE

FILEA MCDUCK,
COMPLAINT SCROOGE v LOGOUT

Select a Board

Div. of Industrial Compliar

Select a License

Elevator Mechanic

Salact an Applieation Typa

--None-

Personal Information

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

e 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”.

Personal
Informatio|
ovide Ihe

personal
information in
the figkts to the

right. Al fielis
with (*) ate
raquired and
must be
completed to
continue the

application
process

New License Application

License
Public
Address

address by

clicking the
appropriate
checkbox to

y
the public). To
add a now

address, click
Add Address,
complste the:
requi s,
and ¢ Save,

License ==
Mailing
Address 9

Selecta
license mailing

adress by
clicking the
appropriate
checkbox to
the right {this is
the address
used for al
postal

communications

from the Board
for this
license). To
atd a new
address, click
Add Address
complete the:
required fislds,
and olick Save.

o [T [E——
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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.

Public Address

Geo Validated Address Options

6-_'9 1

6606
Multiple addresses are available in the system for the provided search criteria, n
you can select one address from the options below. Tuss'”Q Rd
Reynoldsburg OH 43068-
Street
Address City State ZIpCods County Validated 4004
6606 TussingR  Rffynoldsburg  OH 43068- Frankiin ~ «* Franklin
d 4004 United
6606 TussingR  Reynoldsburg OH 43068 Franklin States

oad

<+ ADD ADDRESS SAVE AS PUBLIC

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

Background

e 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.

©  New License Application

License Verification I

You must complete the License Verification
Section ffyou hoid an actve proessonal
icense issuet by a US state ouside of .
. You must request verification of all
. w your applicable ficenses and certfications
Licen erification WOm Mhe issuing Siate 10 be Sent 1o e Onio
Department of Commerce’s Divsion of -

You must complete the License Verification Industnal Compliance: Elevator

section if you hold an aciive professional
license issued by a US state outside of
Ohio. You must request verification of all #
your applicable licenses and cerifications

flom the issuing state to be sent to the Ohio

Depariment of Commerce's Division of
Industrial Compliance: Elevator

SAVEZ FINISH LATER  [ECDVITRUaTy S DDOWNLOAD APPLICATION




Questions

e 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.

r New License Application

Questions

Please answer the questions
by selecting Yes/No for each
question. Once completed,
click Save Answers.

Oves @ g

Areyou 2 member of your local sievates union?

®vee O

e " SAVE AND CONTINUE DOWNLOAD APPLICATION

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.

New License Application

Attachments and
Attestation

ADD ATTACHMENT

\
.o

PVLTEIVEE I save D CONTINUE DOWNLOAD APPLICATION




¢ Inthe 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.

© New License Application

o 9

onal Background Questions Attachments and Review + Submit
- ‘Amsstation

Questions:
Application )
. 1) Questions - Please answer all questions.
Review
Altachmants:
We've reviewed your application and
(e iy St 1) Attachments - Please complete all atiachments/ aftestations.
Please correct these emors and
review your application again Background:

1) Employment History - You must hava aleast one Emplayment History record

SAVE & FINISH LATER

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.

e Click on Submit.

New License Application

Completed
Application
Review

Atlestalionc

Atter clicking the ‘SUbmIT button below, you will io longer be abie 10 change this

appication. PLEASE DO NOT USE THE BROWSER'S BACK BUTTON AS

THAT MAY OVERWRITE YOUR DATA. If you want 1o retum to your application
m

SAVE B FINISH LA

Submit your
Application




Paying Fees

e After you have submitted your application, you will be taken to the “ltems” 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.

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

Scrooge McDuck's Cart Scrooge McDuck's Cart

G S DTS TS e L E U S TS e S TR PLEASE DO NOT USE THE BROWSER'S BACK BUTTON AS THAT MAY OVERWRITE YOUR DATA.
e = ) D G et e P N R G e DD (o A it Payment processing can be delayed. Please allow 24 hours for the system to register your payment.
¥ e If you Want to return to your application, simply (05 out and log back in.
b”n“:” To cantinue paying, select the appropriate board and any fee or fees you wish to pay, and then press the continue
utton
butt
Glick here for mere information on eLicense Transaction Fee e : ’
. . . Click here for more information on eLicense Transaction Fee
Please Note: Due to system capacity constraints, you can only pay for a maximum of 12 fees at a time. ) .
Please Note: Due to system capacity constraints, you can anly pay for a maximum of 12 fees at a time

ITEMS > CHECKOUT ~ CONFIRMATION
ITEMS = GHEGKGUT > GONFIRMATION
Selest o board: Total Amount; $253,50

You will be redirected 1o a payment gateway to complete this transaction
Div. of Ingustrial Compliance: Elevator

axci
a —» SelectAl e m

IMPORTANT. Your name and billing address Information istreet number and zip code) must match what is on file
GiLicense Fee for APP-000767500 with your bank EXAGTLY or your payment will be declined for fraud protection reasons. If this happens, please
contact your bank fo verify your information
Reason
for
Submitiing SUPPORT REGISTRATIONGUIDE CONTACT ~PRIVACYNOTICE WWW.OHIO.GOV  GENERAL TERMS
Created  Licensee service
Type Date Name  Total  Outstanding Waived StatelProvince Reguest
Elevaor 11012024 Serooge  $250.00 $250.00

Iechanic 1229 P  MoDuck

Application

Fee

elicense  1/1012024 Scrooge  §3.50  $3.50 0.00
e

m Department of
- Commerce
v

Department of Commerce Elevator Safety

Total Due:  $253.

Select Payment Method
. = 5. Flease select a payment method
Plaase Note: Dus to system capachty constraints, you can anly pay for a maximurn of 12 fees at 3 time

) Credit Card
IMPORTANT: Vour niamo and biling address Information {straat number and 2ip cade) must match whiat ks on fle with o S Electronic Check
yur bank EXACTLY or your pawment wil be declined for fraud protection feasons. If this happens, please contact your | -

bank to verfly your information an file.

Technical Support
If you need technical support for this online payment processing application, please send an email to lc@com.state oh.us

SUPPORT REGISTRATIONGUIDE CONTACT PRIVACY NOTICE WWW.OHIO.GOV  GENERAL TERMS

& CBOSS, INC

¢ 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.

e 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.

Cart

Your Cart

Cart#

7, Please wait while your payment is being processed. It may take a few minutes.

A Do not click the browser back button and submit another payment.
Doing so may result in multiple charges to your account.

Payment processing can be delayed. Please allow 24 hours for the system to register your payment.
To confirm your payment was processed, check back at a later time and look for the receipt on the My History page.

If the receipt is not found please call the eLicense Ohio Help Desk at (855) 405-5514.




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.

Cart

Scrooge McDuck's Cart

Cart #X-2024-01-10_12-29-21

Print Receipt Email Receipt Return to eLicense  Logout

q To continue with eLicense business please click the 'Return to eLicense’ button. To close your eLicense session please click the 'Logout’ button.

Items Checkout Confirmation

Your payment was successful

Pracess Date

Order Status Successful
Applied Payment $253.50

Contact Scrooge McDuck
Operator Scrooge McDuck

1110/2024 12:36 PM

Type Licensee Name Total Outstanding Waived Payment Amount
Elevator Mechanic & N Che e &

Aephoation Foo Serooge MeDuck $250.00 $0.00 $250.00
eLicense System Scrooge McDuck $3.50 $0.00 $0.00 $3.50

Transaction Fee

Print Receipt Email Receipt Return to eLicense  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 elLicense 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.

. Current Application Status
Welcome to your eLicense Dashboard

+ APPLY FOR A NEW LICENSE MY HISTORY

Are you looking ta apply for a new ous: First, add your business by elicking here before aoplying. Review Checklist

New License Applications

o sl or wilhiraw n application, piass click on tha Optians bution

SORTEY ~

D of Industrial Compliance: Elavater

0 e e et
suamirren
cxr onre cenons

GENERATE FEE

Elevator Mechanic

Div. of Industiial Compliance: Elavalor

Elevator Mechanic EXF DATE ORTIONS v

Are you interested in registering to be an organ,
up 1o 75 more,
It takes less than 2 minutes to register to be an organ

. eye, or fissue donor? One donor has the power to save up to eight lives and heal

donor at: hitps idonatelife.ohio.govihelp-center/about-us

supRORT conmet GENERAL TERMS B s Dot
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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.

a UPDATE LICENSE LOOK- FILEA MCDUCK, SCROOQGE
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Welcome to your eLicense Dashboard

+ APPLY FOR A NEW LICENSE MY HISTORY

Are you looking to apply for a new business license? First, add your business by clicking here before applying

Your Licenses

To renew, edit, or update your license, please click on the Options button. Applications for a license are also shown on the bottom of the dashboard

page.
Div. of Industrial Compliance: Elevatol \
Elevator Mechanic ACTIVE EXP DATE
122612025
Div. of Industrial Compliance: Elevator e

Elevator Contractor

SORTBY ~

OPTIONS v

Renew

Dawnload Wall Certificate
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