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Purpose

This job aid covers how to apply for an original license in the Provider’s portal.

Business Role(s)

• Applicants/Providers
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As a first-time applicant, you need to apply for an original license in the Provider’s portal. 
Follow the steps below to apply for an original license: 

1. In the Apply/Modify menu, select the Applications option.  
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2. The Create New Application page is displayed. In the Application Type drop-down 
field, select the Original option.

3. In the License Type drop-down field, select the required license type for your facility. In 
this example, let’s select the Family Home option. The application can be saved mid-
way by clicking the Save for later option to allow you to come back at another time. 
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Note: Both Family Homes (capacity: 1-6) and Group Homes (capacity: 7-12) are for caring 
for children in your home while Centers are for caring for children outside of your home 
in a public or private business setting. 
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As you progress through the application you will notice the Steps section on the right side of 
the screen helps you track your progress. You can also click a previous step on this section 
to go back and edit or review. However, you cannot use the steps to click in advance. 

4. Click the Next button to proceed to the next step. 
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5. In the About Yourself step, there are two sections – Applicant Legal Name and 
Mailing Address. Please enter as much detail as possible and note that all fields 
marked with a red asterisk are required. Select your primary language and then click 
the Next button to proceed.
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Note: If English is not your primary language, you will be asked to select your primary 
language from a drop-down list and then indicate if an interpreter is needed. 
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6. In the Child Care Location Details section, you can enter the address and other contact 
details of the facility. If it is same as your address and email, select the highlighted 
checkboxes to use your address and email that were previously provided. Click the Next 
button to proceed to the next step. 

7. In the Contact Preference step, select the preferred email and phone number. In this 
example, let’s keep the applicant’s contact details as preferred and click the Next button.

6
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8. In the Identify Additional Contacts step, indicate if you have a co-applicant or not. If 
there is a co-applicant, you will need to provide their details. Co-applicants are applicable 
only for Family or Group Homes. In this example, we will select No and click the Next 
button.

9. In the History Details step, you can answer the questions related to any previous history of 
child care licensing or criminal convictions. In this example, let’s select No to all questions 
and click the Next button.

8
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10. In the Household Member Details step, indicate if you have any other household 
members in your home. If you have any other household members, you will need to 
provide their details. The Household Member Details step is applicable only for Family or 
Group Homes. In case of a Center application, this step is called Facility Staff where 
you can enter the staff details. In this example, let’s enter the household member details 
and click the Next button.
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Note: If you need to add more than one household member, you can click the Add link 
on the top right of this section. Also, you should add all household members including 
adults, senior citizens, minors, etc. 
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11. In the Environment Details step, provide details regarding the home where the children 
will be cared for, such as, water type, sewer type, water heater, basement, room details, 
sleeping arrangements, etc. Then, click the Next button.
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12. In the Provide Your Operational Details step, enter the details of your planned 
operating hours and indicate whether you will provide overnight care. In this example, 
let’s enter the details and click the Next button. 
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13. In the Confirmation step, select the checkboxes corresponding with each statement and 
then click the Next button.
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14. In the Summary step, all the previous steps that you completed are displayed. Review 
your entire application to ensure all the data is correct. Once you are done validating, 
click the Next button.

14

14



11 ©2023 State of Michigan

Original License Application

15. In the Attestation step, select the checkbox to sign the application and certify that the 
details you have provided are valid and complete. Then click the Next button.
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16.Based on your responses, a document checklist is created for you listing required 
documentation needed as part of your application process. At any point during this 
process, your Consultant may require additional documentation. Click the Upload button. 

Note: Refer to the Uploading Supporting Documentation Job Aid for detailed instructions 
for uploading additional documentation.

17. In the Upload File pop-up window, click the Upload Files button and select the required 
document from your computer. You can also drop your file in this window to upload it.
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18.Once you select the required document from your computer, you will see that the file is 
uploaded. Click the Done button.
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19. In the Upload File pop-up window, you can see the uploaded file. You can use the delete 
icon on the right of the corresponding document to delete it. In this example, let’s close 
the pop-up window.  
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20.We are back on the Document Checklist step, and you can see that the uploaded 
document is displayed corresponding to the relevant checklist item. Click the document 
name link to preview the document. Then click the Next button to proceed to the next 
step.
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21.Click the Pay Now button to pay the required license fee. This will open the payment 
page in your browser where you will enter your credit card information. 
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This will open the payment page in your browser where you will enter your credit card 
information. Here, you can click the Next button to make payment using your Visa or 
MasterCard credit card. Once you are done with the payment, you will be redirected to the 
current License Fee page in the portal.

Note: When applying via the Provider Portal, checks are not an accepted form of 
payment. Only credit or debit card transactions are allowed.
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22.Once you are done with the payment, you will be redirected to the current page where 
the Fee Paid checkbox will be enabled. Then click the Submit button to submit your 
application for an original license.

Once you click the Submit button, the application is automatically displayed with the status 
of Submitted. 

Note: You can refer to this page to check the status of your application as it goes through the 
stages of review and approval by CCLB. You can also click the Open Application button to 
open your application and view the details you have provided and the documents that you 
have submitted.
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Note: Once the Original License Inspection has been scheduled, there will be a reminder 
notification on your Provider Portal home screen.
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