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GO TO:  http://www.com.ohio.gov/dico/elicense.aspx  
 
THE FOLLOWING SCREEN WILL APPEAR. 
 
Commerce Division of Industrial Compliance   
  

 

Ohio Construction Industry Licensing Board (OCILB) has a new internet based system which 
will give users the ability to perform the following: 

� Perform a search to see if an individual is licensed. (If they are not, you can click our forms link and file a complaint) 
� If you are licensed, you can check your status, expiration date and hours of continuing education. (If you need 

continuing education courses, you can perform a training agency search that will tell you every current continuing 
education provider, what courses they teach, the date, time, location, number of hours and which trade(s) the hours will 
count toward.  

� If it is time for you to renew your license and you have your renewal form that includes your userid and password, you 
will be eligible for online renewal.  
 

� Public Information  
� Company Licensee Lookup  
� Continuing Education Information  
� Current Licensee Listing  
� Lookup License Information  

 
� License Maintenance Area  
� Maintain Your License Information (e.g., home address, email)  
� Renew Your Contractor License(s) (If online renewal is unavailable, the licensee is obligated to make certain 

that the renewal is filed timely.)  

For OCILB licensees, your user ID and password are located on your renewal. To obtain your 
user ID and password otherwise, please contact our office.  

�  
� Continuing Education Providers 
� Continuing Education Course Roster Entry Instructions for Training Providers (PDF) 
� Continuing Education Course Roster Entry  

For more information on the Ohio Construction Industry Licensing Board (OCILB), click 
here. 

CLICK ON “CONTINUING EDUCATION COURSE ROSTER ENTRY” 
UNDER THE CONTINUING EDUCATION PROVIDERS SECTION.   
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THE FOLLOWING SCREEN WILL APPEAR. 
 
 

 
 
CLICK “LOGIN” IN THE UPPER RIGHT HAND CORNER. 
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THE FOLLOWING SCREEN WILL APPEAR. 

 
NOTE:  OCILB WILL PROVIDE YOUR USER ID AND PASSWORD.  
 
ENTER USER ID AND PASSWORD PROVIDED BY OCILB AND CLICK 
“LOGIN” TO SIGN ONTO THE ONLINE SERVICES AVAILABLE TO 
OCILB LICENSEES AND/OR TRAINING AGENCIES.  IF YOU ARE 
LOGGING INTO THE ONLINE SERVICES FOR THE FIRST TIME, YOU 
MAY SEE SOME OR ALL OF THE SCREENS SHOWN ON PAGES 4, 5, 6, 7 
AND 8.   OTHERWISE, YOU WILL BE DIRECTED TO PAGE 9.   
 
PLEASE NOTE, YOUR EMAIL ADDRESS MUST BE ON FILE WITH 
OCILB IN ORDER TO USE THE ONLINE MODULES.  EMAILS WILL BE 
SENT TO YOU, DURING THE CE SUBMISSION / PAYMENT PROCESS.  
PLEASE FOLLOW THE DIRECTIONS ACCORDINGLY FOR EMAIL, IF 
PROMPTED.   
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THE FOLLOWING SCREEN WILL APPEAR. 
 

 
 
PLEASE ENTER YOUR EMAIL ADDRESS ALONG WITH YOUR ONLINE 
PASSWORD AND CLICK “SAVE”.   
 
NOTE:  IF YOUR EMAIL IS ALREADY ON FILE WITH OCILB, YOU 
WILL NOT SEE THIS SCREEN. 
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THE FOLLOWING SCREEN WILL APPEAR. 
 

 
 
PLEASE CLICK “GENERATE E-MAIL” TO VERIFY YOUR EMAIL 
ADDRESS IF YOU HAVE NOT DONE SO ALREADY. 
 
NOTE:  IF YOUR EMAIL IS ALREADY ON FILE WITH OCILB, YOU 
WILL NOT SEE THIS SCREEN. 
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THE FOLLOWING SCREEN WILL APPEAR. 
 

 
 
PLEASE SELECT 3 QUESTIONS FROM THE DROP DOWN LISTS AND 
ANSWER THEM ACCORDINGLY.  THIS IS AN ENHANCEMENT TO THE 
SECURITY, ENSURING THAT THE PERSON TRYING TO SIGNON IS 
ACTUALLY YOU.   
 
CLICK “SAVE”.   
 
NOTE:  IF YOU HAVE ALREADY ESTABLISHED YOUR SECURITY 
QUESTIONS / ANSWERS, YOU WILL NOT SEE THIS SCREEN.   
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THE FOLLOWING SCREEN WILL APPEAR. 
 

 
 
YOU WILL GET A MESSAGE STATING “YOUR SECURITY QUESTIONS 
HAVE BEEN CHANGED SUCCESSFULLY.” 
 
CLICK “COURSE / CLASS ENTRY” ON THE LEFT SIDE UNDER 
CONTINUING EDUCATION AND PROCEED TO PAGE 9.  
 
NOTE:  IF YOU HAVE ALREADY ESTABLISHED SECUITY QUESTIONS / 
ANSWERS, YOU WILL NOT SEE THIS SCREEN.   
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YOUR USER PASSWORD, EMAIL AND SECURITY QUESTIONS WILL 
NOT CHANGE ONCE THEY HAVE BEEN FINALIZED AND SUBMITTED.   
 
IF YOU HAVE REASON TO BELIEVE YOUR SECURITY HAS BEEN 
COMPROMISED, YOU HAVE THE ABILITY TO CHANGE ANY OR ALL 
OF THESE VALUES BY CLICKING ON “MY ACCOUNT” IN THE UPPER 
RIGHT HAND CORNER OF YOUR SCREEN TO MODIFY 
ACCORDINGLY.   
 
THE FOLLOWING SCREEN WILL APPEAR. 
 

 
 
PLEASE LOGOFF AND LOGIN AGAIN AFTER MAKING ANY CHANGES 
TO YOUR ACCOUNT.   
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THE FOLLOWING SCREEN WILL APPEAR THE NEXT TIME YOU SIGN 
ONTO ONLINE SERVICES ONCE YOU VERIFY YOUR EMAIL AND 
ESTABLISH YOUR SECURITY QUESTIONS / ANSWERS. 
 

 
 
NOTE:  YOUR NAME SHOULD APPEAR IN THE UPPER RIGHT HAND 
CORNER. THIS IS ALSO THE AREA USED TO MAINTAIN YOUR 
ACCOUNT AS WELL AS  LOGOUT.  
 
CLICK “COURSE / CLASS ENTRY” ON THE LEFT SIDE UNDER 
CONTINUING EDUCATION TO ACCESS THE CE COURSE ENTRY WEB 
APPLICATION. 
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THE FOLLOWING SCREEN WILL APPEAR. 
 

 
 
A LIST OF APPROVED COURSES WILL BE DISPLAYED.  SELECT THE 
COURSE NUMBER YOU WISH TO ENROLL ATTENDEES IN TO 
RECEIVE COURSE CE CREDIT BY CLICKING ON THE MAGNIFYING 
GLASS TO THE LEFT OF THE COURSE NUMBER. 
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THE FOLLOWING SCREEN WILL APPEAR. 
 

 
 
A SECOND BOX TITLED “COURSE INFORMATION” WILL APPEAR IN 
THE MIDDLE OF THE SCREEN, SCROLL DOWN TO THE DATE OF THE 
COURSE YOUR ARE ENTERING. 
 
CLICK ON THE PEOPLE ICON TO THE LEFT OF THE COURSE DATE 
TO ADD ATTENDEES TO THIS COURSE.   
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THE FOLLOWING SCREEN WILL APPEAR. 
 

 
 
ENTER THE TOTAL NUMBER OF PERSONS TO BE ENTERED IN FOR 
CE CREDIT AND CLICK “CONTINUE”.   
 
NOTE:  APPROXIMATELY 999 PERSONS CAN BE ENTERED INTO THE 
TOTAL NUMBER.  HOWEVER, OCILB HIGHLY RECOMMENDS THAT 
ONLY GROUPS OF 100 STUDENTS BE PROCESSED AT ANY GIVEN 
TIME TO ENSURE THROUGHPUT PROCESSING OF THE STUDENTS AS 
WELL AS THE PAYMENT FOR THE CE SUBMISSION.  
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THE FOLLOWING SCREEN WILL APPEAR. 
 

 
 
ONLY ONE OF THE LICENSE HOLDER’S TRADES MUST BE LISTED IN 
THE FOLLOWING FORMAT:  TRADE PREFIX.LICENSE NUMBER. 
 
EXAMPLE:  EL.12345 OR PL.44444.  THERE IS NO SPACE BETWEEN THE 
PERIOD. THE PERIOD MUST BE PLACED BETWEEN THE TRADE 
PREFIX AND THE LICENSE NUMBER.  REFER TO PAGE 14 TO VIEW A 
SAMPLE OF STUDENTS ADDED CORRECTLY.  
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THE FOLLOWING SHOWS THE CORRECT ENTRY OF STUDENT DATA. 
 

 
 
WHEN YOU HAVE ENTERED ALL THE LICENSE NUMBERS FOR THE 
COURSE, CLICK “CHECK NAMES”.   
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THE FOLLOWING SCREEN WILL APPEAR. 
 

 
 
MAKE SURE THAT THE NAMES AND LICENSE NUMBERS MATCH 
YOUR ATTENDANCE REPORT.  THIS IS VERY IMPORTANT!!   
 
PLEASE NOTE: THE GREEN CHECK MARKS INDICATE THAT THE 
CREDENTIAL NUMBER IS CORRECT.  THE RED X INDICATES THAT 
THE CREDENTIAL NUMBER IS INVALID.   
 
IF THERE IS A VALID ENTRY SUCH AS A NAME AND/OR LICENSE 
NUMBER NOT MATCHING YOUR ROSTER OR A DUPLICATE 
LICENSEE, CLICK ON “REMOVE”, THEN RE-ENTER THE MISSING 
FORMATTED CREDENTIAL. 
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IF THERE IS AN INVALID ENTRY, CLICK ANYWHERE ON THE 
INVALID FORMATTED CREDENTIAL AND ENTER THE CORRECT 
CREDENTIAL PREFIX AND/OR NUMBER. 
 
ONCE ALL CORRECTIONS AND/OR REMOVALS ARE COMPLETED, 
CLICK “RE-VALIDATE / RE-SET REMOVED ENTRIES”.  
 
IF ALL INFORMATION IS CORRECT AND MATCHES YOUR ROSTER, 
CLICK “PROCESS ENTRIES”. 
 
THE FOLLOWING POP-UP SCREEN WILL APPEAR: 
 

 
 
CLICK “OK”. 
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THE FOLLOWING SCREEN WILL APPEAR. 
 
NOTE:  THIS SCREEN MAY TAKE 1-2 MINUTES TO APPEAR.  PLEASE 
BE PATIENT. 
 

 
 
VERIFY THAT THE CORRECT ROSTER FEE HAS BEEN CALCULATED.  
THIS IS THE AMOUNT TO BE CHARGED TO YOUR CREDIT CARD. 
 
IF THIS AMOUNT IS INCORRECT, PLEASE LOGOUT AND CONTACT 
OCILB. 
 
IF THE ROSTER FEE IS CORRECT, CLICK “CONTINUE”. 
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THE FOLLOWING SCREEN WILL APPEAR. 
 

 
 
THE BLUE ATTENDEES LINK ON THE FAR RIGHT OF THE COURSE 
DATE SHOULD NOW DISPLAY THE TOTAL NUMBER OF STUDENTS 
YOU ENROLLED IN THE COURSE.  
 
CLICK ON THE BLUE LINK. 
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THE FOLLOWING SCREEN WILL APPEAR. 
 

 
 
A LIST OF ATTENDEES IS DISPLAYED FOR YOU TO PRINT FOR YOUR 
RECORDS.   
 
CLICK “PRINT CURRENT ATTENDEES”. 
 
CLICK “CLOSE” TO RETURN TO THE COURSE DATE LISTING. 

 
SCROLL TO THE TOP OF YOUR SCREEN TO VERIFY THE CORRECT 
AMOUNT HAS BEEN ADDED TO YOUR INVOICE SUMMARY BASKET IN 
THE UPPER RIGHT HAND CORNER.   NOTICE THE INVOICE 
SUMMARY IN THE UPPER RIGHT HAND CORNER NOW SAYS “1 item: 
$40.00”.  THE ITEM REPRESENTS THE TOTAL COURSES YOU ARE 
SUBMITTING ALONG WITH THE TOTAL ROSTER FEE DUE.   
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THE FOLLOWING SCREEN WILL APPEAR. 
 

 
 

PLEASE NOTE:  A TRAINING AGENCY CAN NOW PAY 1 TIME FOR 
MULTIPLE COURSES!!   
 
IF YOU HAVE ANOTHER CLASS TO ADD, CLICK ON THE NEXT 
COURSE NUMBER AND PROCEED WITH ADDITIONAL ENTRIES BY 
REPEATING THE ABOVE STEPS STARTING WITH PAGE 10.   
 
IF YOU HAVE COMPLETED ALL DATA ENTRY FOR ALL COURSES, 
CLICK ON THE LINK TITLED “INVOICE SUMMARY” IN THE UPPER 
RIGHT HAND CORNER OF YOUR SCREEN AND FOLLOW THE 
INSTRUCTIONS ON PAGE 21.  
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THE FOLLOWING SCREEN WILL APPEAR. 
 

 
 
YOU HAVE THE OPTION TO “PAY INVOICE” OR “PRINT INVOICE”.  
 
SELECT “PAY INVOICE”. 
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THE PAYMENT SCREEN SHOWN BELOW WILL APPEAR.  
 
NOTE:  ONLY MASTER CARD OR VISA IS ACCEPTED. ANSWER ALL 
QUESTIONS AND PROOF READ YOUR PAYMENT INFORMATION TO 
ENSURE DATA VALIDITY!!   
 

 
 
ONCE ALL DATA HAS BEEN VERIFIED, CLICK “CONTINUE”.  THE 
SCREEN WILL BE RE-DISPLAYED FOR FINAL VERIFICATION. 
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THE PAYMENT SCREEN SHOWN BELOW WILL APPEAR.  
 

 
 

CLICK “CONFIRM” TO SUBMIT YOUR REQUEST FOR PAYMENT. 
 
NOTE:  IT MAY TAKE 1 -2 MINUTES TO PROCESS YOUR CREDIT CARD 
PAYMENT.  PLEASE BE PATIENT. 
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ONCE THE TRANSACTION HAS COMPLETED PROCESSING, THE 
FOLLOWING SCREEN WILL APPEAR.   
 

 
 
NOTICE THE INVOICE SUMMARY IN THE UPPER RIGHT HAND 
CORNER NOW SAYS “0 item: $0.00”. 

CLICK “PRINT RECEIPT” TO PRINT A COPY OF THE RECEIPT AND 
ATTACH IT TO YOUR ATTENDEE REPORT TO KEEP FOR YOUR 
RECORDS.  

CLICK “LOGOUT” IN UPPER RIGHT HAND CORNER TO LOGOUT OF 
YOUR SESSION.   
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THE FOLLOWING SCREEN WILL APPEAR. 
 

 
CLICK “OK” TO LOGOUT. 
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THE FOLLOWING SCREEN WILL APPEAR.     
 

 
 
CLOSE THE INTERNET BROWSER BY CLICKING ON “FILE” IN THE 
UPPER LEFT HAND CORNER AND THEN CLICKING “EXIT” OR 
CLICKING ON THE “X” IN THE UPPER RIGHT HAND CORNER TO 
RETURN TO THE OCILB WEBSITE. 
 
THE COURSE ROSTER INFORMATION SENT TO OCILB VIA THE 
ONLINE CE WEB APPLICATION WILL BE REVIEWED AND PROCESSED 
WITHIN 24 – 48 HOURS OF RECEIPT OF DATA.    


