
 
 
 

Certified Youth Peer Support E-License Guide 
 

This is a walkthrough of the E-license Portal as a first time user of the system. Please review each step 
carefully.  

1.  This is the first page that you will see when you type in: 
https://elicense.ohio.gov/OH_CommunitiesLogin.  

As a new applicant who is accessing the system for the first time you will select “I don’t have a License” 
located under the “New Users: Create a New eLicense.Ohio.Gov Account” 

 

https://elicense.ohio.gov/OH_CommunitiesLogin


2. You will then be redirected to this screen where you will need to enter in your personal information 
which includes: First, Last name, Middle name (Optional), Social Security Number, Date of Birth, Your 
Email and Password. After typing in this information please select the little white box located in the 
“reCAPTCHA box” that you are not a robot. Then click the submit button. 
 

3. This is the next page of E-license. Select the “Apply for a New License” located underneath the 
“Welcome to your eLicense Dashboard”. 

 



4. Below is the next window that you will see when you select “Apply for a New License”. You first want 
to select the board “Mental Health and Addiction Services”. “Select License” which will be “Certified 
Youth Peer Supporter”. You will then proceed to “Select an Application Type” Options are either to 
select “Examination” or "Experience". Chose Experience only if you are using 3 or more years of formal, 
verifiable experience providing behavioral health peer services. 
 

 

5.  Selecting the “Applicant Type” will cause the page to expand to the “Eligibility section” please 
answer all the questions below. Then proceed to the “Application Instructions page” on the next picture 
below. 

 

 

 

 

 

 

 

 

 

 

 

 
 

Please Note: As of 4/7/22, Peer 
Supporter certification and 
recertification requires a GED or HS 
Diploma 



6. The “Application Instructions” provides step-by-step instructions of what information is expected for 
you to upload. You will not be able to submit your application without answering the required domains 
that have an asterisk “*” next to it. Scroll down to the bottom of the page and select "save and 
continue". 

 

 
 
7. You will then be redirected to “Personal Information” page. As you can see your First and Last name 
along with your Social Security Number are pre-filled. Please provide the information where you see the 
asterisk “*” sign next to it. On this Personal information where it ask you to about the following: 
ethnicity, race, and language. Please make sure you select the correct one and select the    symbol 
after making your selection. Without selecting the arrow symbol you will not be able to submit your 
application. 
 
 
 
 
 
 
 
 
 
 
 
 
 
The following two screens are part of the personal information page.  







8.  This is a continuation from the “Personal Information” page. Please select the appropriate responses. 
 

 
9.  Under the “Employment Status” select the appropriate employment status. Please note that if you 
select “Actively working in a position(s) that requires this license” this will prompt you to provide 
additional detailed information about your work tasks. 
 

 
10.  The “Employment Status” you will see an asterisks next two the second response please state 
“None”. Select “No” where is ask “Are you currently employed outside the USA?”. 

 



11.  For the “License Mailing Address” and “License Public Address” please add your address. You will 
then save the address and check the small white box asking you to “use this as mailing address”. 

 
12.  Selecting the white box that says “use this as my mailing address” it will copy over to “License 
Public Address” please make sure that you check of the small white box that is under “Public” circled 
below. You will see a green message stating address saved successfully after you have checked the 
public box. 
 



13.  “Military Service” section you will answer the following four questions. Select 
“Save and Continue”. 

 
The dark grey box (circled in Red below) is present on all pages of the E-license registration shows your 
progress through the application. 

14.  The “Education History” only needs to be answered if you went beyond High School. If you choose 
to add Education History you MUST add a Community College, University etc. Please note you do not 
need to add a license, only if you have a license that is out of state. 
 



15.  In the “Current Employment Location(s)” you are not required to provide this information. If you 
choose to do so you will need to specify how many hours are direct practice, how many hours that you 
work etc.”. 

 
16.  Answer the “Questions” section to the best of your knowledge. 
 



17.  In the “Questions” Cont’d section you will select “Training” on how you are applying for the 
certificate. You will then be prompted to answer the following three questions and a response. Select 
“Save and Continue”. 
 
Please note that the response to your recovery journey will not be publicly accessible or shared with 
anyone. This response will remain on E-license only. 
 

 
 
18.  Under the attachment section please make sure you read the attachment instructions and Upload 
your Training Certificate and 11 Ebased Academy Certificates in the correct areas. Also select the 
“Attest” button in the BCI/FBI background check section. By attesting you are stating that you have 
fulfilled the background check requirement, (BCI/FBI to OhioMHAS directly from the background check 
agency). 
 



19. Once you’ve attached the required documentation and “Attest” to the background, you should see 
that your documents have attached under “Upload Proof of Training”. 

 

 

 

 

 

 

 

 

 

 

 

 

 



20.  Please look at the example of attachments that are circled in red below. You will also know that your 
attestation to the BCI/FBI back ground check was accepted when it states “Remove Attestation” please 
see the example in the picture. “Save and Continue”. 

 
 
21.  This is the last section of the application you will see “Application Review” and the word Complete. 
You will then read the brief attestation and select the white box next to “I accept”. Type your name as 
it appears in the white box using the signature. Please make sure the signature matches you First and 
Last name beneath the white box.  
 

 
 



22.  See the example signature below circled in red, it matches the pre-written signature directly 
underneath. Then select Submit which is also circled in red on the example below.  

 
23.  You will then be redirected to another page that has your first name, last name, and word cart next 
to it. Check the white box next to “License Fee for App – Your License Number” refer  to the red circle in 
the picture below.  

 
 
 



24.  Checking the white box next to your App number will automatically calculate the cost of $3.50 to 
process your application. Select “Continue” to go to the card and billing information. 

 
25.  The page below is where you will see the total for the E-license transaction fee. Also 
make sure that it says one quantity. Proceed by typing your credit card and billing address. 



26.  This page is a continuation of the billing information page. Please make sure the credit card 
information that you are providing is accurate. You will select continue. Your payment should process. If 
you need technical support with processing your payment, please reach out to csc@ohio.gov. 
 

 
 
Next Steps:  
After your application is submitted, OhioMHAS will confirm receipt of your BCI and FBI background 
check. During this time, your application will be in "review status" at this time. 
 
After your background check has been received and reviewed, you will be eligible to sit for your 
certification exam. A code will be sent to you through the elicense mailbox. You will need to take the 
exam and pass in order to complete the certification application. 
 
Upon receiving a passing score, your application will be approved- your certification will be emailed to 
you and available via the elicense portal. 

mailto:csc@ohio.gov
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