
Applying for an Intern 
License 

Step-by-step guide 



Go to the DPI Website 

❖ In the search box type “Teacher Intern” 
➢ Select the first link that populates 

f- ➔ C !; dpi.wi.gov/search/googlejteachef'Jt20,ntern 
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Press the link in number 3 “Log in to Educator Licensing Online” 

f- ➔ C -• dpi.wi.gov/licensing/apply-educator-license/other/intern 

Home I Strategic Planning I Licensing I Fami lies & Students I Schools & Educators I L1branes I Data & Media 

~ WI SCONSI N DEPARTME NT OF 

~ Public Instruction GSelectt.anguage ..- Search m 
Apply for a License (ELD) r,l' 

Check Application Status ELO Applicat ion fo r Teacher Interns 

Licensing 

Licensing Updates 

License Lookup 

Check Application or 
License Status 

Background Check 
Requi rements 

Apply for Educator License 

Obtain or Ma intain 
Lifetime License 

Apply to Reissue a 
Provisional License 

Wisconsin Program 
Completers 

Prepared Outside of 
Wisconsin 

Master Educator Li cense ..., 

Teacher Interns in the Wisconsin Improvement Program (WIP) 
Be prepared BEFORE you login ... 

1. Determine if you must submit fingerprints 
• Use the fingerprint decision treee:'J' to determ ine if this step is needed. If you have 

determ ined that you need fi ngerprints, submit them electronically via our vendor 
Field print by following the Electronic Fingerprint Submission g directions. 

2. Gat her Documents 
Scan all documentation into files (.pdf, .doc/docx, .jpg/jpeg, or .txt) that are 2MB or less in size 

• Preview the ELO Conduct & Competency Questions~ to see if you will need to provide 
documentat ion of any alleged misconduct. 

• Obta in the Internship Request Number from your Wisconsin Educator Preparat ion 
Program so you can enter it during the application process. 

• Identify the Local Education Agency (school dist rict) who will be host ing your int ship. 

3. Log in to Educator Licensing Online (ELO) 
• • akesure ouha ethreeonboardinge:'J'questions. 

• When you get to the Qu ick Start home page, choose the options below and click Go to rt 
your application: 

■ ApplyforaLicenH 



Fill out all your correct information! 

❖ Fill in the last 5 numbers of your SSN (Social Security Number) 
❖ Fill in Date of Birth (mm/dd/yyyy) 
❖ Legal FIRST name 
❖ Select the “I’m not a robot” box 

-. elo.wieducatorlicensing.or9/ datamart/ma1nMenu.do 

~ ELO Wisconsin Department of P\Jbllc Instruction 
Educator Licensing Online 

Public License Search I Contact DPI 

Educator Licensing Online (ELO) is DPl's on-line educator licensing portal. Use this portal to apply for, renew, print, and pay for your Wisconsin educator 
license application. 

No account set-up is needed! Just enter your personal information below and you will be logged in to ELO. 

Last 5 Digits of SSN 

Date of Birth 

mm/dd/yfyy 

Legal First Name 

Click the white check box next to "I'm not a robot" 

D I'm not a robot 

Login 

WARNING: Yoo are accessing the State of Wisconsin local/Wide area netWOlt. This system is for authorized users only. All equipment, systems, services, and software connected to this netwoo: 
are intended only for the official business use of the State of Wisconsin. The State of Wisconsin resef\leS the right to audit, inspect, and disclose all transactions and data sent over lhis medium in a 
manner cons.istenl with State and Federal laws. By us.ing this system you expi-essly consent to all such auditing. mspecllOI\ and disclosure. Only software approved, scanned for vu\JS, and ficensed 
for State of w&onsin use will be permrtted on this network. Any illegal or unauthonzed use of State of Wiswr15in equipment, systems, sel'Vices, or software by any person(s) may be subject to 
civil or criminal prosecution under state and federal laws, and may also result in disciplinary action where appropriate. 

Copyright 2020 Wisconsin DPI 



Select boxes under “Apply for a License” 

❖ Press the dropdown box for “Choose Category” 
➢ Select “1-Teacher Category) 

❖ Press the dropdown box for “Choose License Type” 
➢ Select “F-Teacher - Intern [T990] 

❖ Press the dropdown box for “Choose Application” 
➢ Select “Teacher: Request WI Intern License [1020] 

❖ Press GO 

~ ELO Wisconsin Department of Public lnstructfon 
Educator Licensing Online 

Quick Start Menu 

Welcome to the DPI Educator licensing Online system. 

The Quick Start menu is the home for educator transactions, payments, and license certificates. 

After each transaction, scroll down to view important information. 

■ Access ELO Cart and Additional Activities 
Unless otherwise noted, all transactions require a Conduct & Competency Questionnaire (C&C) and a payment. 
No refund will be made regardless of whether or not a license is issued. 

On board Now! • Auoci.1m Existing DPI RKOfd(s) with ttlK Aecount 

■ Apply for a License 
Ase you a recent graduate , have completed a new approved program, or passed a Wisconsin content lest to add a 
teaching subject to your license? Tllinking about moving to Wisconsin and becoming an educator? 
Apply foc a license below. 

I 1-Te.chffCategory v i 

I F•TNchtf" • ln1itrn (T990J v j 
I THCher.Reques t Wllnleml.ioenH(1020) v i 

LICENSE 
INFORMATION 
NO LICENSE INfORMATIONAVAll.ABLE 



Read the Introduction 

❖ Read through the whole introduction 
❖ Press NEXT 

Introduction 

9 Entity Name and Personal 
Details 

0 Entity Contact Information 

0 Agency Relationship 

Intern Request 

Summary (pre-fees) 

@ELO Wisconsin Department of Public Instruction 
Educator Licensing Online 

Teacher: Request W1 Intern License [1 020] . fntroduction 

Applicants for an intern license are students from a WI college or university who are completing a teacher internship in lieu of student 
teaching. The license may be issued only to a student recommended by a WI college or university that participates in the Wisconsin 
Improvement Program. 
When applying, the student must provide the following information about the internship: 

The WI Local Education Agency (i.e., school distrid ) that is hosting your internship 

The approved Internship Request Number, Semester, and Year of the Internship 

Follow these general directions when applying for your initial license: 
Carefully and honestly complete this license application form 
Carefully and thoroughly complete the Conduct and Competency form, induding all necessary supporting documentation 
Fee payment is required. The application fee covers the cost of application review and processing_ No refund will be made regardless of 
whether or not a license is issued. 

Press "'Nexr to continue. On subsequent screens, press the "'Nexr button to save information entered and continue with this transaction. 
Press "Exit" to save information, quit this transaction. and return to the Quk:k Start Menu. After 10 days, any incomplete transaction not 
submitted to DPI wUl be deleted from ELO. 



Entity Name and Personal Details 

❖ Fill out all CORRECT information in the fields 
❖ Legal first Name 
❖ Legal last name 
❖ SSN (Social Security Number) 

➢ No dashes 
■ WRONG: 012-34-5678 
■ CORRECT: 012345678 

❖ Date of Birth 
➢ (mm/dd/yyyy) 

❖ Press NEXT if you don’t have a previous name 

❖ IF you have a previous name, select Previous Name 
❖ Fill in you previous FULL LEGAL NAME 
❖ Press NEXT 

Introduction 

Entity Name and Personal 
Details 

0 Entity Contact lnformat,on 

9 Agency Relationship 

Intern Request 

Summary (pre-fees) 

Wisconsin Department of Public Instruction 
Educator Licensing Online 

Teacher: Request wt Intern license [1020) - Entity Name and Persona l Details 

!,l~I L082!JIContactlk 

Confirm your identity, induding any previous legal names you have used that may appear as part of the mandatory background chedc. 

Issuance or renewal of any license or permit by DPI is conditional pending the receipt of a satisfactory background investigation. (Sec. 
119.19(10)(e), Wis. Stals.) Alt infonnalioo received from the Federal Bureau of Investigation and the Wisconsin Department of Justice as 
part of a background check, remains confidential. (Sec. 118.19(10Xf), Wis. stats.) You wiR be notified onty if the department determines 
that the resul1 of the background investigation is unsatisfactory. 

Collection of social security number is a requirement of s. 118.19(1m) and ( tr}. The social security number may be released to the 
Department of Justice, Department of Revenue, and the Department of Workforce Development. Such information is made available to 
these oovemmental agencies for official purposes only. 

If you want lo modify the name on file with OPI, dick on the ·change Name" button and submit your updated, full legal name 

Press "Nexr to continue. On subsequent screens, press the "Nexr button lo save information entered and continue with this transaction. 

Press "Previous· to return to the previous section. 

I Press "Exit" lo save informatioo, quit this transaction, and return to the Quick Start Menu. After 10 days, any incomplete transaction not 
submitted lo DPI Viii be deleted from ELO. 

l 

* Legal First Name: ,Q 

Legal Middle Name: 

• Legal Last Name: 

* Social Security Number: ,QI 

• Coofirm Social Security Number: 

* Date of Birth: iQ 

Previous Full Legal Name(s}: .Q ,.Mh:11 IUH t-¥ D 
mm mm mi 



Entity Contact Information 

❖ Fill out all CORRECT information in the fields 
❖ Address Number 
❖ Street Name 
❖ Zip Code 
❖ City 
❖ State 
❖ Country 
❖ Phone Number 
❖ Primary Email 
❖ Press NEXT 

Introduction 

Entity Name and Personal 
Details 

Entity Contact Information 

9 Agency Relationship 

Intern Request 

Summary (pre-fees) 

~ ELO Wisconsin Department of Public Instruction 
Educator Licensing Online 

Teacher: Request WI Intern License (1020) - Entity Contact Information 

This information will be used in the event the W1Sconsin Department of Public Instruction must contact you. 
The address below must be your home address per s.115.28(7Xh). 
The primary phone is the number to reach you from 8:00 a.m. to 4:00 p.m. Central time. 

• The primary ema~ address ts your electronic contact infDfmation. All automated communications will be sent to this email address 
inducting application payment confirmation and renewal notices. 

8 Home Address 

" Address Nbr: .Qi 

• Street Name: ,QI 

Address line 2: 

Address Line 3: 

• Zip Code: Q 

City: 

state: 

• Country: 

Phone Number: 

Extension: 

• Primary Email: .Qi 

I United SUtes 

D mm mm mm 



Agency Relationship IMPORTANT 

❖ Go to  “Search By” 

❖ Select the dropdown menu for “Agency Type” 
➢ Select “Local Education Agency (or 

Public/Private School District) 
❖ Select the dropdown menu for “Relationship Type” 

➢ Select “Public Schools/Districts, CESA, 

Tribal” 
❖ Type in Agency name (School name) in the “Agency 

Name” field 
➢ Press “SEARCH” 

The license or permn you are applying for requires association with at least one agency. 

To add a relationship, follow these steps: 
Navigate to the "Search By" section. 
Select Ille Agency Type from the drop down menu. 
Select Ille Relationship Type from the drop down menu. 
Type in only tile beginning of tile name of tile public school district, private school, or educator preparation program in the Agency Name 
field. Partial searches are highly recommended. 
Click the ·search" button. 
All agencies that match the partial name are displayed in the list below, induding an assigned agency number. 
Type the 8 digit agency number from the desired agency in the Agency Number field in tile "Related Licenses" section. 
Click the "Add" button to add tile relationship. 
Repeat steps 1-8 ~ a second relationship is required. 

Press "Next" when finished adding the related license(s). 

Related licenses 

Related Agency: Local Education Agency f°' Intern Teacher (Required: Y 

Your Role: Intern Teacher 

• Agency Type: Local Education Agency (Of' PublicJPrivate School District) 

• Agency Number. 

Related Agency: Educator Pre~tion Program for Teacher Intern (Required: Y 

Your Role: Teacher Intern 

' Agency Type: EducatOf" Preparation PrOQl"am (EPP) 

• Agency Number. ~---------~ a 
Search By: 

• Agency Type: I Local Education Agency (or Public/Private School District) .., I 
11 Relationship Type: I Pubfic Schools/Districts, CESA. Tribal v I 
"Agency Name ~ : I defomt I 

Not Applicable:~============~ -



Agency Relationship IMPORTANT 

❖ IF “No Results” show up, try typing the first part of 

the school name, first few letters of the school’s 

name, or search for the District 

Related Licenses 

Related Agency: Local EduQtion Agency for Intern THcher (Required: Y ) 

Your Role: Int.Mn Teach« 

• Agency Type: Local EctuQtion Agency (or PublicJPrivate ~ Oi!itriet) 

• Agency Number: 

Related Agency: Ed~lor Pf~tion Pfogr.n for Teacher Intern (Required: v ) 

Your Role: Teacher Intern 

• Agency Type: Ed~tor PfepM.11tion Pfogr.n (EPP) 

• Agency Number: 

Search By: 

• Agency Type: I L~ EduQtion Agency (or Public/PriQte Seh<Jot Di!itrict) v I 
* Relationship Type: I Public Schools/Oi!itricl!i, CESA, Tribal v I 
*Agency Name ,Qt: I def.-!it I 

Nol Applicable:~===========::; -
Name Agency Number 

No Results 

Agency Status 

Related Licenses 

Related Agency: Local EdUCiiltion Agency for Intern Teachff (Required: Y ) 

Your Role: Intern Teach« 

• Agency Type: Local EdUCiiltion Agency (oc PublicJPrivate School Disbict) 

• Agency Number. 

Related Agency: Educ:.ator Prepar.ition Program for Teacher Intern (Required: Y ) 

Your Role: Teacher Intern 

• Agency Type: Educator Preparation Program (EPP) 

• Agency Numbec cm 
Search By: 

• Agency Type: f Local Education Agency (or PublicJPrivate School District) v ) 
• Relationship Type: I Public Schools/Districts, CESA, Tribal v I 
"Agency Name ~ : ::Cd=•=============: 

Nol Applicable: -Name Agency Number 
De Forest Are.a Sch Dist 13160000 

De Pere Sch Dist 14140000 
De Soto Area Sch Dist 14210000 
Dffrf"tekt Community Sch Dist 13090000 

Oelav.an-Ouien Sch Dist 13800000 

Denmark Sch Dist 14070000 

Agency Status 
Current 

Cwrent 

Cwrent 

Current 

Current 

Cwrent 



Agency Relationship IMPORTANT 

❖ Type the WHOLE Agency number in the first box 

labeled “Agency Number” 
➢ Select ADD 

❖ Type in YOUR Agency number in the second box 

labeled “Agency Number” 
➢ Your Agency Number is 1921 

■ Select ADD 
❖ Press NEXT Related Agency: 

Your Role: 

,. Agency Type: 

Related Licenses 

RelatedAgency: Loc.ilEdue.ltionAgencyforlnllli'mTeacher (Required: Y ) 

Your Role: 

• Agency Type: Loe.ii Edueiltion Agency (or Public/Private School District! 

I• Agency Number. I 13160000 I E 
Relaled Agency: Ed~tor Pr~tion Progr~ for Te.tCher lntffn (Required: Y ) 

Your Role: Teach.f!l,lntem 

• Agency Type: Ed~tor Prep¥o11tion Progr~ (EPP) 

• Agency Number: ,---------------, 

Search By: 

• Agency Type: I LOCill Education Agency (or Public/Private School District) v I 
* Relationship Type: I Public School5/0istriets, CESA, T~ v I 
*Agency Name Q : ~"'============'. 1'!1!11!1!1"1! 

Not Applicable:~-----------~ iliillill 
Name Agency Number 
De Forest Are.i Sch Dist 1 13160000 I 

Educator Pr~fion Program for Teacher Intern (Required: v 

Teacher lntem 

Educator Pr~fion Program (EPP) 

Agency Number: ,_,,I 1=19=2=1=========------- • •• •L....J 

Agency Status 
Cw-rent 



Intern Request 

❖ Fill in your Intern Request Number 
➢ (Review email RE: APPLY for Intern License 

ASAP from Clinical Experiences) 

❖ Select which semester 
➢ Fall or Spring 

❖ Type the year you will be an Intern 
➢ 4 digits 

■ WRONG: 25 
■ RIGHT: 2025 

❖ Press NEXT 

Intern Request 

Intern Request Number: 

Semester: 

(~3543 

I Spring v J D 
Intern Year: 

~ Enter the year with four digits. 

m:1 mm mm 



Summary (Pre-fees) 

❖ Verify that ALL of the information is correct 
❖ Press SUBMIT 
❖ Check you “Cart” 
❖ Go into your Cart and “Check out” 
❖ There is a $75 fee 

➢ Your license will not being to process until 

AFTER you have paid the fee!!! 
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