
eLicense Center Course/Class Entry System Tutorial 
 

Go to https://elicense3-secure.com.ohio.gov/, and click login. 

 

Enter User ID and Password into appropriate fields and click . 

 

https://elicense3-secure.com.ohio.gov/


After you log in you need to click on the link on the left hand side of your screen under Continuing 
Education that says Course/Class Entry.  

 

The page will refresh and you will see your Course List.   

 



Click on the magnifying glass  of the course that you wish to upload entries. 

 

The Course Information will appear.   

 

  



Next, click on the  icon to the left of the date that the course was held.

 



A new screen will pop up that will have in the middle “* Enter number of students you wish to add that 
attended the course:” 

 



Enter the number of attendee that you wish to enter (maximum 20) and click . 

 



You will then see a series of text boxes that you can enter in the correctly formatted license number 
into.

 

Note that a correctly formatted license number will look like this: 

For a salesperson:  SAL.XXXXXXXXXX or SAL.0000XXXXXX  
For a broker:  BRK.XXXXXXXXXX or BRK.0000XXXXXX 

  Where the ‘X’ represents their license number 

 

Once you have completed that click . 

 

  



If your entries are good they will display the individuals name and have a green check mark next to 
them.  If not, then you will have to correct the license number and Re-Validate Entries.  

 

 

Once you see that all the entries have a green check mark click  and it will load 
them into our system. 


