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Introduction 

Welcome to the Indiana Department of Education's (IDOEôs) Licensing Verification and Information 
System (LVIS). This new online application system has been designed with enhanced self-service 
features to make it easier and faster for you to apply for and receive your credentials. The following are 
some of the highlights of LVIS: 

¶ You create a personal profile that you can update as necessary. 

¶ You can instantly upload documents required for licensure during the application process. 

¶ Automatic e-mail messages will be sent to you with updates on the status of your application. 

¶ As soon as your license is approved, you can log in to your LVIS account and print your 
credential. 

¶ Multiple licenses will be displayed on a single educator credential. 

¶ You can record and track your professional development and have your Professional Growth 
Plan (PGP) verified by your building administrator online. 

¶ You can record and track your professional development and have your Professional 
Development Plan (PDP) verified by your Career and Technical Education Director online. 

¶ You will no longer experience inconvenience buying a money order or cashier's check. You can 
pay online with your personal Visa or MasterCard, or use a pre-paid Visa or MasterCard 
purchased from a local retailer. 
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Login Page 
Figure 1: Login Page 

 

A profile must be created before logging in to the LVIS. If the applicant has not yet created a profile, click 
the Create Profile button on the LVIS Home page. This will take the applicant to the Add Profile screen. 
Once the account is activated, then the applicant may log in. 

The applicant can log in to the system from the Home page by clicking the Login button on the left side of 
the screen. This will take the applicant to the Login page (see Figure 1). 

Complete the following fields: 

¶ User Name ï Type the applicantôs user name. This is the user name created by the applicant 
when completing the applicant profile. 

¶ Password ï Type the applicantôs password. This is the password created by the applicant when 
completing the applicant profile. 

Click the Log In button to submit the information (see Figure 1). 

If the applicant has forgotten the user name or password, click the Forgot User Name or Password? 
hyperlink. 
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Figure 2: Profile Support Page 

 

Click the I have forgotten my Password or the I have forgotten my User Name radio button  
(see Figure 2). 

¶ I have forgotten my Password ï Type the applicantôs user name in the User Name field. 

¶ I have forgotten my User Name ï Supply the following information: 

o First Name ï Type the applicantôs first name. 

o Last name ï Type the applicantôs last name. 

o Email ï Type the applicantôs e-mail address. 

To complete the process, type the numbers and letters visible on the screen in the Image Verification 
field. If you are unable to read the image, click the Refresh Image button. 

Click the Submit Request button to submit the information. The LVIS will automatically generate an e-
mail that is sent to the address the applicant submitted. 
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Create Profile 
Figure 3: LVIS Home Page 

 

From the LVIS Home page, click the Create Profile button (see Figure 3). This will take the applicant to 
the Add Profile screen. 
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Figure 4: Contact Information Section on the Add Profile Page 

 

Contact Information  

Complete the following fields (see Figure 4): 

¶ First Name (required) ï Type the applicantôs legal first name. 

¶ Middle Name ï Type the applicantôs legal middle name. 

¶ Last Name (required) ï Type the applicantôs legal last name. 

¶ Primary E-mail (required) ï Type the applicantôs e-mail address. This is the address that will be 
used to communicate with the applicant. 

¶ Verify E-mail (required) ï Type the applicantôs e-mail address again. 

¶ Secondary E-mail ï Type the applicantôs secondary e-mail address, if applicable. 

¶ Do you have a valid Social Security Number ï Click the Yes or No radio button. 

o Yes ï If you have a valid Social Security Number (SSN), continue filling in the remaining 
fields. 

o No ï Selecting No removes the SSN fields from the form. Continue filling in the 
remaining fields. If you do not have a valid SSN, you will be limited to the types of 
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licenses for which you may apply. This might be reserved for a visiting teacher who is a 
foreign national without a valid SSN, but holds a valid VISA or state identification card. 

¶ SSN (required) ï The agency is requesting disclosure of your SSN in accordance with  
42 USC 666(a)13. Disclosure is mandatory and this application cannot be processed without it. 

¶ Confirm SSN (required) ï Type the applicantôs SSN again. 

¶ Date of Birth (required) ï Type the applicantôs date of birth. 

¶ Highest Education Level (required) ï Select the applicantôs highest education level from the 
drop-down menu: 

o None 

o High School Degree or Equivalent 

o Academic Degree 

¶ Address ï Type the applicantôs address. 

¶ Address2 ï Type the applicantôs additional address information. 

¶ City ï Type the applicantôs city. 

¶ State ï Select the applicantôs state from the drop-down menu. 

¶ Country ï Click the United States or Other radio button. If the applicant clicks the Other radio 
button, type the name of the country in the Other field. 

¶ Postal Code ï Type the applicantôs postal code. 

¶ Primary Phone ï Type the applicantôs work phone. 
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Figure 5: Profile Information Section on the Add Profile Page 

 

Profile Information  

Complete the following fields (see Figure 5): 

¶ User Name (required) ï Type a user name for the LVIS. The applicant may choose any user 
name. 

¶ Password (required) ï Type a password for the LVIS. The password is case sensitive. The 
applicant many choose any password as long as it meets certain requirements. The password 
must: 

o Contain at least eight alphanumeric characters or symbols. 

o Not include the username. 

o Include three of the following requirements: 

Á Capital letters. 

Á Lowercase letters. 

Á Numerals. 

Á Special characters. 

¶ Confirm Password (required) ï Type the applicantôs password again. 

¶ Security Questions (required) ï Select a question from the drop-down menu. Type the answer 
to the question in the Answer field. Select and answer three different questions. 

¶ Image Verification (required) ï Type the numbers and letters visible on the screen. If you are 
unable to read the image, click the Refresh Image button. 



 

Applicant Personnel Manual 1.5 13 

To complete the profile creation process, place a checkmark in the Agree to Disclaimer box. To view the 
disclaimer, click the here hyperlink. 

Click the Create Profile button to submit the information and create a profile. The LVIS will automatically 
generate an e-mail that is sent to the address the applicant submitted in the profile creation process. 

Figure 6: My LVIS Screen 

 

If you do not receive the e-mail, click the Resend Verification Email hyperlink (see Figure 6). Items that 
require attention, if any, are in red print at the bottom of the screen. 
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Figure 7: Welcome E-mail 

 

The applicant must click the Verify email address hyperlink to move to the application process  
(see Figure 7). 

Figure 8: Verify Profile Page 

 

Click the Click here to get started hyperlink to log in to LVIS (see Figure 8). 
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FAQs 
Figure 9: FAQs Page 

 

Click the FAQôs tab to access frequently asked questions. A page containing a list of FAQs will display 
(see Figure 9). 
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Contact Us 
Figure 10: Contact Us Page 

 

The applicant can navigate to the Contact Us page by clicking the Contact Us tab at the top of the screen 
(see Figure 10). They may also use the Contact Us button on the Home page. This will open an e-mail 
for the user to complete and send. 

Figure 11: Contact Us Authenticated Page 

 

Once logged in, an applicant may click the Contact Us hyperlink under the LVIS logo (see Figure 11). 

Complete the following fields: 

¶ Contact Method (required) ï Select the contact method from the drop-down menu: 

o Phone 

o E-mail 

¶ Reason (required) ï Select the reason from the drop-down menu: 

o Issue Applying for license 

o Issue with My Profile 

o Issue with Payment 

o Teacher Questions 

o Workplace Specialist Questions 

o School/School Corp Questions 

o Other 

¶ Description ï Type the description of your reason for contact in the text box. 
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Click the Submit Request button to submit the information.



 

Applicant Personnel Manual 1.5 18 

 

My LVIS 
Figure 12: My LVIS Page 

 

After logging in, the applicant is taken to the My LVIS page. From this page, the applicant has access to 
the following information through the hyperlinks on the right side of the screen (see Figure 12). 

Click the hyperlinks to view the following pages: 

¶ My Profile 

o My LVIS ï Click this to return to the My LVIS page. 

o Edit Profile ï Click this to change profile information. 

o Change Password ï Click this to change password information. 

o Edit Educational Background ï Click this to edit educational background. 

o Degree Change Request ï Click this to change degree information. 

o Current Employment ï Click this to add current employment information. 

o Role Request ï Click this to request viewing permissions related to duties as a License 
Advisor (LA), Career and Technical Education (CTE) Director, School Corporation 
Authority or School Building Administrator. 

o Name Change Request ï Click this to request a name change. 
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¶ My Application 

o Add Application ï Click this to add an application. 

o Application Status ï Click this to check the status of a submitted application. 

o Pay Pending Applications ï Click this to pay for a pending application. 

o View Test Scores ï Click this to view test scores. 

o View/Print Licenses ï Click this to view or download a license for printing. 

o Professional Growth Plan ï Click this to review the PGP. 

o Professional Development Plan ï Click this to review the Professional Development Plan 
(PDP). 
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My Profile 

The following subsections are part of the My Profile section. 

My LVIS 

Figure 13: My LVIS Page 

 

Click one of the here hyperlinks to manually select and create an application (see Figure 13). If an 
application type has been specified, select the correct hyperlink from the following sections: 

¶ Permits 

o Educational Interpreter Permit by EIPA 

o Educational Interpreter Permit by NRID 

o Emergency Permit ï Original Administrative 

o Emergency Permit ï Original Instructional 

o Emergency Permit ï Original School Services 

o Reciprocal Permit 

o Substitute Teacher Permit 

o Temporary Superintendent Permit 

o Transition to Teaching Permit 

¶ Evaluations 

o Advanced Degree Evaluation 

o Troops to Teachers Evaluation 

o Visiting Teacher Evaluation 

¶ Licenses 

o Reciprocal Permit Conversion to Standard Teaching License 
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o Workplace Specialist
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Edit Profile  

Figure 14: Edit Profile Page 

 

Complete the following fields (see Figure 14): 

¶ First Name ï Type the applicantôs legal first name. 

¶ Middle Name ï Type the applicantôs legal middle name, if applicable. 

¶ Last Name ï Type the applicantôs legal last name. 

¶ E-mail ï Type the applicantôs e-mail address. This is the address that will be used to 
communicate with the applicant. 

¶ Verify E-mail ï Type the applicantôs e-mail address again. 

¶ Secondary E-mail ï Type the applicantôs secondary e-mail address, if applicable. 

¶ SSN ï Type the applicantôs SSN. 

¶ Date of Birth ï Type the applicantôs date of birth. 

¶ Highest Education Level ï Select the applicantôs highest education level from the drop-down 
menu: 

o None 

o High School Degree or Equivalent 

o Academic Degree 

¶ Address ï Type the applicantôs address. 
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¶ Address2 ï Type the applicantôs additional address information. 

¶ City ï Type the applicantôs city. 

¶ State ï Select the applicantôs state from the drop-down menu. 

¶ Country ï Click the United States or Other radio button. If the applicant clicks the Other radio 
button, type the name of the country in the Other field. 

¶ Postal Code ï Type the applicantôs postal code. 

¶ Primary Phone ï Type the applicantôs phone number. 

To change the security questions, place a check mark in the I would like to change my Security 
Settings check box. The security question drop-down menu will appear. Select a question from the  
drop-down menu. Type the answer to the question in the Answer field. Select and answer three different 
questions. 

Click the Save Profile button to submit the information and save the changes. 
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Change Password  

Figure 15: Change Password Page 

 

Complete the following fields (see Figure 15): 

¶ Current Password ï Type the applicantôs current password in the field. 

¶ New Password ï Type a password for the LVIS. The password is case sensitive. The applicant 
many choose any password as long as the password requirements are met. 

¶ Confirm New Password ï Type the applicantôs new password again. 

Click the Change Password button to submit the information and save the changes. 
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Edit Educational Background  

Figure 16: Edit Educational Background Page 

 

Complete the following fields (see Figure 16): 

¶ State ï Select the state from the drop-down menu. 

¶ College/University Attended ï  

o If the applicant selects Indiana in the State field, a drop-down menu containing the 
names of Indiana colleges and universities is available. Select the correct institution from 
the drop-down menu. 

o If the applicant selects any state other than Indiana in the State field, this field is blank. 
Type the name of the institution. 

¶ Graduation Month ï Select the graduation month from the drop-down menu. 

¶ Graduation Year ï Type the year of graduation. 

¶ Degree ï Select the type of degree from the drop-down menu. Options include the following: 

o Associate 

o Bachelor 

o Master 

o Doctorate 

o Specialist 

o None 

Click the Add Educational Background Entry button to submit the information. 
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Figure 17: Profile Educational Background Page 

 

The applicant will be able to review the educational background information and make additional entries 
using the same process for each institution attended (see Figure 17). 

To remove an institution or degree from the list, click the Remove button to the right of an entry. 

When all education information has been added, click the Save Educational Background button to save 
the information. This will also take the applicant to Step 1 of the application process. The application 
process may also be accessed by clicking the Add Application hyperlink. 
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Degree Change Request  

Figure 18: Degree Change Request Page 

 

Complete the following fields (see Figure 18): 

In the Date Degree Changed section: 

¶ New Degree ï Select the type of degree from the drop-down menu. Options include the 
following: 

o Advanced 

o Associate 

o Bachelor 

o Master 

o Doctorate 

o Specialist 

o None 
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In the Supporting Documentation section: 

¶ Document ï Click the Browse button to select the document from a computer. 

¶ Notes ï Type any additional information in this field. 

In the Billing Information section: 

¶ Name on card ï Type the name as it appears on the credit card. 

¶ Address ï Type the billing address. 

¶ Address2 ï Type the additional billing address information. 

¶ City ï Type the billing address city. 

¶ State ï Select the billing address state from the drop-down menu. 

¶ Postal Code ï Type the billing address postal code. 

In the Credit Card Information section: 

¶ Card Type ï Select the card type from the drop-down menu. Card type choices include: 

o MasterCard 

o Visa 

¶ Card Number ï Type the credit card number. 

¶ Expiration Month ï Select the card expiration date month from the drop-down menu. 

¶ Expiration Year ï Select the card expiration date year from the drop-down menu 

¶ CC Verification Code ï Type the verification code from the back of the card. 

Click the Review Summary button to review the information. 
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Current Employment  

Figure 19: Current Employer Page 

 

Click the correct radio button (see Figure 19). 

Figure 20: Teaching at Indiana School Radio Button on the Current Employer Page 

 

If the applicant is currently teaching at an Indiana school, click the Teaching at Indiana School radio 
button (see Figure 20). 

¶ In the Employed by In-State School section, in the School field, select an Indiana educational 
institution from the drop-down menu. 

¶ If the applicant is teaching at a school not on the list, click the Other radio button and type the 
information in the Description field. 
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Figure 21: Other Radio Button on the Current Employer Page 

 

If the applicant is currently not teaching at a school, or is teaching at a school not on the list, click the 
Other radio button (see Figure 21). 

¶ In the Employment Description section, in the Description field, type the name of educational 
institution where the applicant is currently employed. 

¶ If the applicant is not teaching at an Indiana school, type that information in the Description field. 

Click the Submit Employer button to submit the information. 

 




















































