How to navigate LVIS for
your license application.

Updated January 28, 2022



1. No matter what your immediate plans are, all EPP |
completers should get your- Indlana Teacher License upon
graduation
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* Because you have been prepared for the standards as they now exist for an Indiana
REPA 3 license —if you wait, there may be different standards required by the state.

= Because the tests will never be easier than when the information is fresh in your mind.

- Because most other states require that you obtain your license in the state in which you |
completed your preparation program in order to get a license in that state.



when can I apply for my license?

* You may not apply for your Indiana Teachers license until
the date your degree was awarded OR the date you

- completed the Hanover College Educator Program —
whichever comes LAST!

= Students need to have passed their CORE exams before

applying for a license in LVIS. |

= If you will be teaching on an emergency permit, the
school that is hiring you will do that through the DOE
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Step by Step Guide for Applying
tor your Indiana Teacher License
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Do not do apply UNTIL THE DATE OF YOU R'"GRADUATION_as there is a glitch that makes the licensing date incorrect. '
*My example may look slightly different because as a Licensing Advisor, | additional content on LVIS.

The first step is to click on the CREATE PROFILE button. Thereaftef, you will simply use the LOGIN button.

Application Processing Status:

« Renewals: working on those received on or before 2/26/2018
« Conversions: working on those received on or before 3/4/2018

« Out-of-state Original: working on those received on or before 2/8/2018
« Professionalizations: working on those received on or before 3/5/2018




Enter all information as you want it on your license — using your formal name and
permanent address

*If you already have an Indiana Substitute Teacher license and you can just log
in, make sure all fields are still correct!




Once you are logged in, you choose the link for
ADD APPLICATION from the top right corner menu:
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My LVIS Contact Us

Cheryl Torline - Logout

IDOE welcomes Cheryl Torline to the LVIS portal.

Cheryl Torline

torline@hanover.edu

License Advisor for Hanover College
8128667390

Hanover College Work Queue

Total number of licenses in work queue: 0



For most of you, click on the red box I WANT TO BE AN INDIANA TEACHER (if you
already have an Indiana Substitute Teacher license, click on the green box and the
rest of the steps will be 51m11ar)

Cheryl Torline — Logout

My LVIS Contact Us

I Want To Be An Indiana

e Teacher
¢ Administrator

¢ Educational Interpreter
s School Service Employee
s Substitute Teacher

o E-mail Log

Advisor |
Information |



Then choose TEACHER from
these choices seen below in red boxes.
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Cheryl Torline — Logout

My LVIS Contact Us

Administrator School/Student Services
Communications Disorders Emergency Permits Substitute Permits
Educational Interpeter Permit Visiting Teacher Permit




Choose In-State Program
you reside in..

no matter what state

My LVIS Contact Us

In-State Program Out-of-State Program Non-US Graduate
Alternate Licensure Workplace Specialist

Cheryl Torline — Logout



You want an Original Instructional license so

type in the subject and grade level coverage

(i.e. Mathematics Grades 5-12 or Elementary Generalist Grades k-6.)
Please note that you may only choose p-12 areas by passing the P-12 Core Pedagogy exam

This includes P-12 Mild Interventions!
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My LVIS  Contact Us
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Click the ADD RECOMMENDING INSTITUTION ENTRY button and choose

HANOVER COLLEGE from the drop down.

\ Cheryl Torline - Logout

My LVIS Contact Us

mending
gram for an o
ur transition to tea

Add Recommending Institution Entry

<< Previous Save For Later



Then you must click the SAVE RECOMMENDING INSTITUTION
ENTRY button too.

Cheryl Torline — Logout

em Portal

My LVIS Contact Us

| L r riginal |
| addition, yoLu olled your transition to teac

Save Recommending Institution Entry

<< Previous Save For Later



After

“saving institution®” click »>>NEXT

\ Cheryl Torline - Logout

My LVIS Contact Us
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Answer

the three questions and click >>NEXT

Cheryl Torline - Logout

g guestions.

ed of a felony?

<< Previous




Upload your required certificates for Suicide Prevention
Training and CPR Certification. Click >>NEXT box

Contact Us

The only allowed fi

For more information regarding CPR requirements, please visit the DOE website.

For more information regarding suicide prevention training requirements, please visit the DOE website.
Please upload required documentation below:
of of / / - ion Choose File Mo file |

Choase File  No file

Please upload optional documentation below. You may be required to provide these documents prior to
evaluation:

Additional Document 1 Choose File  No file chosen

Additional Document 2 Choose File Mo file ch

Information Regarding Scanned Documents 7

<< Previous Save For Later




Confirm your entries and
.. Then click the ‘“SUBMIT APPLICATION” box.

Confirm Your Application

Instructions:

Step 1: Action Requested
Original

E-mail

ntent Area: Physical Educati

Step 2: Recommending Institution Advisor

College/University | State

pended in Indiana or in any

Step 4: Application Requirements
Application Requirement documentation uploaded for this application




Once you have submitted the application, you will then
need to go to the top right menu again and choose

This must be done with an electronic form of payment like debit, credit, or
prepaid cards (available at most retail Llocations)

Cheryl Torline — Logout

pplication Summary

Confirm Your Application

Instructions:
1. Please review your application fully.
turn to previou n the application proc use the P ous’ button below.

en you hav hi tire nd are sure that the information is accurate, sign the a
clicking the 'Submit Application’ button.

Step 1: Action Requested

Application Action:  Original
Content Area: Elementary k-6 or Secondary 5-12

Step 2: Recommending Institution
College/University | State

Hanover College IN

Step 3: Criminal History

en convicte felony: No

ever been convicted of a misdemeanor since May 17, 2001: No



After everything is submitted:
email Cheryl Torline. torline@hanover.edu
cc: Dr. Bailey bailey@hanover.edu
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*We do NOT-get an email or any notice that we have waiting applications to approve.
You may click APPLICATION STATUS at top rlght menu to check the status of your appllcatlon at any time - |
_ there will be descriptions of where it is in the licensing process

Once the Licensing Advisor codes and approves your application — you will receive your license as an
attachment in an email from the Indiana Department of Education!

You can go into LVIS at any time to View/Print Licenses from top right corner menu.

You may save it to your computer to attach to documents as needed.


mailto:torline@hanover.edu
mailto:bailey@hanover.edu

For Special Education Dual Licensing..

Special Education: Mild Interventions license, you must have passed both the
* Praxis exam #5543 Special Education: Core Knowledge and Mild to Moderate Applications exam and
*Praxis exam #5625 P-12 Principles of Learning and Teaching (Pedagogy) exams.

Be sure to complete both your content area and youf SPED license applications and pay for both as these are two licenses.
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Contact Us

Cheryl Torline - Logout

My LVIS

| t i : ! E-mail Log
by

[Information

| icant h ctua itted’ cational Director Material Review - The
i icati ¢ being iewed

director.
Waiting
0

plication Payment n Ready for Evalua
" th ication b C Material Review and

Material Review -



Adding other Content Areas to your Indiana license..
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Indiana allows the adding of multiple content areas to an original license by passing the CORE content exam. If you have passed that -
CORE and want to add that area to your existing license, choose ADD CONTENT to license. The steps are the same except the DOE will
authorize the addition instead of the HC staff, so you don’t have to notify us to approve those types of applications.

This is great for Social Studies.Your.originaI license is in Secondary History, and you can add Geography, Economics, Psychology,
Sociology, Government, etc. to your. Elementary Generalists can add content like Middle School English or High School Mathematics.

Cheryl Torline — Logout
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Getting licensed in another state..
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It is best to seek help from our HC EPP faculty and staff while you are still on campus. We can look up the
information and help you understand what another state requires. You will want to consult that state’s
Department of Education regarding "*OUT OF STATE TEACHER PREPARATION". Hanover’s licensing advisors are
happy to help and give advice but do remember that you have completed a program designed for Indiana
licensing requirements. Other states can require additional licensing exams and possibly even additional
coursework. Some require licensing in the state (Indiana) where teacher preparation was completed prior to
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Still confused? You can request a
Facetime or Zoom meeting with me to help
you through the process! Just ask!
torline@hanover.edu



mailto:torline@hanover.edu

