
License Application Procedure 
Leadership Studies Completers 
 
http://tepdl.dpi.wi.gov/licensing/elo/initial-license-for-wisconsin-program-completers Choose the 
second option – request for an initial administrator license or to add an administrator license. 
 
Please apply for your license now whether you plan to pursue your administrative career in Wisconsin or 
not or even if you will not start looking for jobs for a while.  The process should take about 45 minutes to 
complete – take your time and be deliberate in your answers.  
 
Apply for your license when you complete your program but not before I submit my final report to DPI 
on June 15 for May completers; Sept. 1 for August completers; January 20 for December completers. 
 
As one of the first steps, go to the directions for an administrator license.  You will need to complete a PI 
1613 employment verification form (http://tepdl.dpi.wi.gov/files/forms/pdf/pod1613.pdf) and have it 
signed by your administrator verifying 3 years of full time teaching or a letter from your administrator 
verifying 540 hours of teaching if you have a license for School Psychologist, School Social Worker or 
School Counselor.  Scan and save this completed document and any supporting letter if needed so you 
can upload it during the licensing process.  This document will be required at the beginning of the 
process and you will not be able to proceed without it. 
 
Since you already hold a teaching or administrative license from DPI, start in their OnBoard system that 
will take you to your account.  Update any information and then indicate you want to apply for a license.   

1. When you log in you should see your name showing you are logged in.  You can save your work 
during this process if you cannot finish the application at that time. The left navigation pane 
shows the screens you will be using. 

2. Go through each screen on the Quick Start menu including the Introduction.  All areas must be 
completed. After each screen you can click Next and it will take you to the next screen. 

3. The first area is choosing a Category. Choose the Administration Category. 
4. Then you need to choose your type.  Choose Initial Administrator if this is your first 

administrative license or your current administrative license is at the initial level (1020 
application); or choose Professional Administrator if you already hold an administrative license 
at the Professional level (1030 application).  This will be a 5 year license.  The application you 
should use should come up as the Administrator License-5 years. 

5. Just keep answering the questions to validate you have chosen the correct license application. 
Then continue answering questions on your personal information - Name/personal data 
including your SS#; your contact information which includes 2 lines, one for your House number 
and one for the name of the street followed by the zip code and your city should then appear.  
Any field containing an * must be answered. When you are asked for an email address, use one 
that you will be using for the long term, something you check often.  Any correspondence 
from DPI will be sent to that email. (personal rather than school or work will be best) 

6. Degree information will follow- indicate the university where you received your bachelor’s 
degree including the city and state of the university and the date of your degree.  Multiple 
degrees can be included-just click to add another including if you just received a Master’s 
degree from Marian.  No need to add information on associate degrees or universities where 
courses were taken but no degree received. 

7. Education Preparation Program – Indicate where you completed your preparation to become an 
administrator (Marian University, Fond du Lac, WI).  All of the information that I have provided 

http://tepdl.dpi.wi.gov/licensing/elo/initial-license-for-wisconsin-program-completers
http://tepdl.dpi.wi.gov/files/forms/pdf/pod1613.pdf


DPI about the licenses for you should come up. (if nothing appears the information has not been 
submitted or DPI may not yet have approved. Verify the license that you see here, (Principal, 
Director of Instruction, Director of Special Education/Pupil Services, and/or Superintendent) and 
the date of completion.  If you agree with what is noted, check the box.  Don’t move past this 
screen until you are certain everything is correct.  If you do not agree, notify me and I will see if I 
have to make any changes to my report. 

8. Indicate the start date of the license.  Licenses usually begin July 1.   
9. The next section deals with your work history as it relates to education (Teaching, 

administration, private school teaching, or teaching out of state).  If you have any work history 
such as this, list it, if not, you can just hit next.   

10. Application attachments – See if you have to include any of the attachments noted.  If not, click 
Next. 

11. Summary – anything you have listed so far will appear and any changes to that information can 
be made at this time.  If everything is correct, click SUBMIT. 

12. At this point you will do an Attestation verifying that the information you have submitted is true.  
Then you will go back to the Quick Start menu, where you will see an entity number and your 
file number and can continue with the application process 

13. In the next series of screens to make a payment and complete the Conduct and Competency 
questions, you cannot save any information and must complete this process in one sitting.  So 
be sure you have all of your documents and credit card for payment handy. 

14. Check the $125 box which will cover the cost of this application. 
15. Finger Print question will appear – you are required to submit fingerprints if you have lived, 

worked or gone to school outside of the State of Wisconsin within the last 20 years  (since the 
age of 17 or since you last applied for a license in Wisconsin).  Finger prints are to be sent 
electronically to DPI.  Go to the above site and click on the Finger Print information found there.   

16. Conduct and Competency Area - Answer all the questions as they appear on the next screens-
there will be 14 questions or so.  If you have any YES answers, be prepared to upload any 
explanation, court documents, emails, treatments notes or whatever may be required.  There 
should be screens to guide you through this.  If all of your answers are NO, just continue through 
the process. 

17. Another Attestation will appear and you will need to type in your legal name which will be used 
as your signature. Take this very seriously-it is your legal signature and you are saying everything 
you have answered is correct.   

18. You will now see a summary of all of your answers and can edit at this point if necessary.  If you 
approve the summary, click on MAKE PAYMENT. 

19. You must use a credit card for payment (pre-paid cards are approved as well as debit cards 
which can be used as credit cards-they will have a logo for VISA or Master Card).  Keep track of 
your file # and transaction # - print the screen. 

 
 
Hopefully within a week or so, your application will be approved, an email will be sent to you and you 
will be instructed to log into your account so you can print your license. 


