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1. Register as an Individual 9. Renew License as Organization 17. Request Exam Review

2. Register as an Organization 10. Request Amendments 18. Change Location

3. Log into Application 11. View Due Diligence 19. View Certificates/ 
Print License

4. Reset Password 12. View Approved Licenses 20. Manage Employees

5. Apply License as Organization 13. Apply for Wall Certificate 21. Change of Ownership

6. Apply License as an Individual 14. Pay Conviction Fee

7. View Application 15. Schedule Exam

8. Renew License as Individual 16. Reschedule Exam



Register as an Individual
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1. Click Register for an Individual to create your account. If you are an existing user and do not have an email ID to login to 

the LicensE portal, contact the Wisconsin LicensE team to get 

your account details updated. Please provide correct email ID in 

the email notification request you will receive from the Wisconsin 

LicensE team. 
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2. Enter your personal details in the Applicant’s Personal Information section. 
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3. Enter your home, mailing address and phone number in the Applicant’s Home Address, Applicant’s Mailing Address, and the 
Phone sections. 

Note: If the Applicant’s Home Address and Applicant’s Mailing Address are same, then select the Use Home Address as Mailing 
Address checkbox.

4. Click Register.
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1. Click Register an Organization.
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2. Fill in the details in the Organization Information and Contact Information.

Note: If you want to enter SSN instead of FEIN, select the Want to enter SSN? checkbox. 
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3. Fill in details in the Organization Address and Mailing Address sections.

Note: If both addresses are same, then select the Check box if Organization address is same as the Mailing Address and you need not fill 

in the Mailing Address. 

4. Click Submit.
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Note: Once you login immediately after registration, you will be directed to the Organization Registration page where you are 

required to register owners and the percentage they own.

5. Click Assign Owners.
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6. If you are also an owner, select the checkbox “ Is the contact person also an owner?

7. Click Add Owner to add owners and fill in the Name and percentage owned details.

Note: The sum of percentage owned by all the owners should be 100%.

8. Click Save.
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9. Click Register.
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1. On the login page, enter Username and Password.

2. Click Sign In.
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1. On the login page, click Forgot/Change Password.
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2. Enter the Username and click Change or Reset Password.
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3. Open the email you have received and click the link.
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4. Fill in the password in New Password and Confirm New Password fields.

5. Click Change Password.
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respective dropdowns.

3. Click Next. 

• If you do not see the License Type you are looking for, then 

click on the “here” link to see the complete list.
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4. Click the Select button for Licensure by Examination and click Next.



In
st

ru
ct

io
n

s 

25

A
p

p
ly

 L
ic

en
se

 a
s 

O
rg

an
iz

at
io

n
5. Select the first check box if you wish to withhold the street address or PO Box, phone number, and e-mail address from lists of 10 

or more credential holders (Wis. Stat. § 440.14).

6. Business Details, Contact Person, Organization Address and Mailing Address will be pre-populated. You can edit Organization 

Address, and Mailing Address details, if required. 
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7. Select Yes or No for the Ownership Registration, and click Save.

8. Click Save & Next.
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9. Read the questions carefully and select the declarations as Yes or No, as applicable. Provide additional information as 

necessary.

10. Click Save & Next.
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11. Click the upload icon under Actions column.
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12. Click Upload Files and select the required file.

13. Click Done.

14. Click Close.
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15. Click Save & Next.



In
st

ru
ct

io
n

s 

31

A
p

p
ly

 L
ic

en
se

 a
s 

O
rg

an
iz

at
io

n
16. Enter your complete name in the Applicant Signature textbox.

17. Click Save & Next.
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18. Click Pay and Submit. You will be directed to the payment gateway site.
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19. Enter the Contact Information.

20. Select the Payment Method, enter the card details, and click Continue.
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21. Review the payment, click Confirm, and click Continue.
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A confirmation message along with the confirmation number will appear.
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1. Click Apply for a License. 
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2. Select the Category and License Type from the 

dropdown lists.

3. Click Next. 

• If you do not see the License Type you are looking for, then 

click on the “here” link to see the complete list.
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4. Select Licensure by Examination.

5. Click Next.

• A License Type will have different licenses under it. For example, in 

this guide we have selected Acupuncturist as the License Type. 

Under Acupuncturist, you have three licenses such as: Licensure 

by Examination, Act 10, and Re-Registration. 
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6. Read the instructions carefully, before you proceed to click Next.
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7. Select the first check box if you wish to withhold the street address or PO Box, phone number, and e-mail address from lists of 10 

or more credential holders (Wis. Stat. § 440.14).

8. Your Name will be pre-populated and they cannot be edited from this page. However, you can enter the Maiden Name.

9. Fill out the information in the Personal Details section.
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10. Review the details under the Communication and Home Address sections. The details are pre-populated, but are editable.

11. Select Yes for the question “Have you ever been licensed in Wisconsin as an Acupuncturist?”, if applies. Otherwise, select No.

12. If you have selected Yes for the above question, enter the Credential Number.

13. Click Save & Next.
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14. Click Add School to add new school details.
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15. Fill in the details.

16. Click Done.

17. Click Save & Next.
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18. Read the Questions and select Yes or No.

Note: If you have selected Yes, you must provide further 
details.

19. Click Save & Next.

• If you are a veteran, please view the Department website at  

https://dsps.wi.gov/Pages/Professions/MilitaryLicensureBene

fits.aspx  for more information.

https://dsps.wi.gov/Pages/Professions/MilitaryLicensureBenefits.aspx
https://dsps.wi.gov/Pages/Professions/MilitaryLicensureBenefits.aspx
https://dsps.wi.gov/Pages/Professions/MilitaryLicensureBenefits.aspx
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20. Select the States in which you have or had the license.

21. Select the States in which you were licensed by exam.

22. Click Save & Next.  
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23. Select Yes or No for the questions listed in the Declarations step. Provide the extra details as applicable.

24. Once done, click Save & Next.
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25. Click the upload icon to upload the documents.

26. Click Upload Files, select the file, click Done, and click Close.

27. Click Save & Next.
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28. Select applicable option to give your attestation. 

29. Enter your name in the Signature textbox.

30. Click Save & Next.
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31. Select the checkboxes such as Permit Fee, Expedited Fee and so on to include them in the payment, if they apply. 

32. Click Pay & Submit. 
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33. Fill in the payment details and click Continue. 

34. Click Confirm. 

35. Click Continue. 
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You will see a confirmation message that the license application has been successfully submitted.



View Application
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1. On the homepage, click Check Application Status.
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2. Select the application status from the Status drop down list.

3. Click Search.
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4. Click the three dots ”⋮” available under the Action column and select View Application.
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2. Click Renew.
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3. Read the instructions and click Next.
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4. Read the information. 

5. If you do not want your address to be displayed on lists, select the “Please do not disclose my street address and/or PO Box# 

on lists.” checkbox.

6. Click Save & Next.
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7. Read the information and select the checkboxes to provide your attestation.

8. Click Save & Next.
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9. Click the upload icon under Actions column.
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10. Click Upload Files and select the required file.

11. Click Done.

12. Click Close.
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13. Click Save & Next.
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14. Click Pay and Submit.

Note: If you are submitting the application after the expiry date, you will be charged late fee.
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15. Enter the Contact Information.

16. Select the Payment Method, enter the card details, and click Continue.
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17. Review the payment, click Confirm, and click Continue.
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A confirmation message will appear along with the confirmation number.
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2. Click Renew.
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3. Read the instructions and click Next.
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4. Read the information.

5. If you do not want your address to be displayed on the lists, select the checkbox.

6. Click Save & Next.
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7. Read the information.

8. Select the checkbox to provide your attestation.

9. Click Save & Next.
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10. Read the information.

11. Select appropriate options and fill in the details. 

12. Click Save and Next. 
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13. Click the Upload icon.
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14. Click Upload Files and select the file to upload

15. Click Done.

16. Click Close.
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17. Click Save & Next.
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18. Click Pay and Submit.
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19. Enter the Contact Information.

20. Select the Payment Method, enter the card details, and click Continue.
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21. Review the payment, click Confirm, and click Continue.
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A confirmation message will appear along with the confirmation number.
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2. Select the Amendment Type and click Next.
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3. Click Upload Files and upload the file and click Submit.
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2. For the application with status Submitted, click the three dots ”⋮” and select View Due Diligences.
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You will be directed to the Due Diligences page.
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1. On the homepage, click My Approved Licenses.
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2. Click the three dots ”⋮” and select View Certificates.
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4. Fill in the necessary details and complete the payment process.
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Note: To pay the conviction fee for Approved licenses, click My Approved Licenses and perform the instructions given in this 

section.
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4. Click Upload Files and upload necessary file.

5. Select Exam Location.
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s 6. Select the Date, Session, click Schedule.

7. Click Save & Next.
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s 8. Click Pay and Submit.
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In
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s 9. Fill in the details and complete the payment process.
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Reschedule Exam
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s 1. Click Check Application Status.

Note: You can reschedule an exam only if the payment is pending.
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s 2. Click the dropdown and select Schedule Exam.
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s 3. Click Reschedule.
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In
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s 4. Select Exam Location, Date, Session, and click Schedule.
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s 5. Read the questions and select applicable options.

6. Click Upload Files and upload necessary file.
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s 7. Click Save & Next.
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s 8. Click Pay and Submit.
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s 9. Fill in the information and complete the payment.

120

R
es

ch
ed

u
le

 E
xa

m



121

Request Exam Review 
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s 1. Click Check Application Status.
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In
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s 2. Click the dropdown and select Request Exam Review.
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Change Location
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s 1. Click My Approved Licenses.
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In
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s 2. Click the three dots ”⋮” and select Change of Location.
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3. Fill in the details and click Submit.
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View Certificates/ Print License
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s 1. Click My Approved Licenses.
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2. Click Download.



In
st

ru
ct

io
n

s 

131

P
ri

n
t 

Li
ce

n
se

/ P
ri

n
t 

Li
ce

n
se

 A printable PDF is generated. 
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Manage Employees
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s 1. Click My Approved Licenses.
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s 2. Click Delete icon to delete an employee.

3. Click Add Employee.
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s 4. Click the three dots ”⋮” and select Manage Employees.
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5. Select either Credential/License # or Name.

6. Enter the name in the search bar.

7. Click Search.
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8. Click Add Employee.
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Change of Ownership
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s 1. On the homepage, click Change of Ownership.
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s 2. Select the license number checkbox and click Next.
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In
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s 3. At the prompt, select Yes.
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In
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s 4. Fill in the details and click Save.
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THANK YOU
This concludes the applicant’s user guide for Wisconsin License.
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