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HOW TO ATTACH DOCUMENTS IN MiCLEAR:
IMPORTANT:

e When uploading a copy of your insurance, for example, as part of your renewal application, be sure you

are choosing the License Record that ends in REN plus the year the renewal was submitted. For example,
if your pending renewal is submitted in January 2023 and your license number is 5803000000, upload the

document in the license record titled 5803000000REN23. You would not upload the document in the
license record titled 5803000000.

GETTING STARTED:

v" Proceed to the MiCLEAR website at www.michigan.qgov/miclear.
v" Scroll down and click “Login to MiCLEAR”.



http://www.michigan.gov/miclear

STEP 1:

v Log in to your account with the username/email and password you created when registering for MiCLEAR.
v Click “Sign In”.

STEP 2:

v Click on the “Licenses” tab. This will show all your licenses linked to your account. (Note: The solid black box was
added for privacy reasons.)



STEP 3:

v" Click directly on the record number where you want to attach a document.



STEP 4:
v" Click on “Record Info”.
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STEP 5:
v" Click on “Attachments”.
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STEP 6:
v Click on “Add” and then click on “Add”, again.
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STEP 7:

v You will need to find the desired saved document on your computer (double click on it) and then click on
“Continue”.
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STEP 8:

v" Click on “Save”.
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STEP 9:

v" The document will appear and will be uploaded.



STEP 10:

v If you have more documents to be attached, click on “Add”. If you do not have more documents to add, you can
exit MiCLEAR.
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Congratulations! You have successfully attached documents to your license.

If our office requires any further information from you, an email will be sent to the email address on file.



QUESTIONS?

Email: CSCLOnline@Michigan.gov
Phone: (517) 241-9221
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