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1.   Log  into  the  Ohio  eLicense  system  and  go  to  the  Dashboard  to  view  your  credentials.  

  
  
  
  
  
  
  
  
  

  
2.   Select  the  “Options”  button  in  the  lower  right-­hand  corner  followed  by  “Submit  Additional  
Documentation”.  
  

  
  
  
  
  
  
  
  
  

  
  
  

3.   Enter   the  reason  for  submitting   the  additional  documentation,   then  CLICK  “Save  and  
Upload  Documents”.  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  

CLICK  “OPTIONS”  

SELECT  

Add  a  brief  reason  for  
the  submission(s).  
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4.   Upload  the  documents.  The  file  names  must  not  exceed  80  characters   in   length  and  
should  be  in  .TXT,  .DOC  or  .PDF  formats.  Files  submitted  in  other  formats  may  delay  
processing.  CLICK  the  upload  button  to  begin  adding  documents  for  submission.    
  

  
  
  
  
  
  

  
  
  
  
  

  
  
  

5.   CLICK  “Choose  File”  to  find  the  location  on  your  computer  where  the  file  is  stored  and  
make  a  selection.      

  
  

6.   Once  the  upload  is  complete,  you  will  see  a  checkbox  next  to  the  file.  You  can  then  add  
another   file   for   CLICKING   the   “Upload”   button.  When   you   are   finished   adding   files,  
CLICK   “SUBMIT”   to   complete   the   upload   process.   Board   staff   will   process   the  
information  and  contact  you  if  additional  information  is  needed.    
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