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How to upload a POC to eLicense 
1. You will receive an email to upload your POC to eLicense: 

a. If you do not remember your password. Click on this link to recover your password. 

2. Using the link provided in the email navigate to the elicense log in page.  

 

3. Click on the Sign In link or the Sign In tile. 

 

4. Enter the provided username and password. Click Log In button. 
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**Note: First Time users - you MUST resolve all the issues for your account. (verify your 

email address and change your password).  If you do not correct these issues, you cannot 

access the link to upload your POC. ** 

5.  Scroll down to Document Upload section then Click on the Upload Requested Documents tile. 

 

6. Click Start to go to the upload page. Please be sure the credential is correct. 
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***If you click on the wrong credential click the close and save button, then you MUST click 

the delete button BEFORE clicking the Start button for the correct credential*** 

 

 

7. Check the Case Number to ensure you are uploading for the correct Inspection. In this 

example the Case Number is X2026-318 – The number after the “X” is the year of the 

inspections.  

Check the Year of the inspection to ensure you upload to the correct inspection. 

8. Click on the Edit button. 
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9. Click the Choose file button and navigate to the document saved on your computer. 

10. Click the “Upload Document” button. 

NOTE: repeat steps 9 and 10 until all required documents are uploaded. 

11. Once all documents have been uploaded, Click the OK button. 

 
 

12. The uploaded document (s) will be listed in the Upload Document(s) column. 

If you see a document name in the Upload Document(s) you have uploaded correctly. 

13. Click the Next button to go to the Review page. 
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14. Click Finish on the Review page. 

 

 

**If you do not click the finish button the document has NOT been 

uploaded/Posted to eLicense** 

You will see the below notification after clicking the finish button. 

 

You may now log out 

***You have successfully uploaded your POC and any other required documents to eLicense***  

 

 

 

 

 

 

 


