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eLicense Guide: Dispensary – Certificate of Operation Renewal 
 

Updated 9-3-2020 

 
Certificate of Operation Renewal Required Information and Documentation: 

• Attestation Form and Release, found here 
• Active Employee Roster – Create and upload a list that includes first & last name, 

license type and license number for all employees associated with the dispensary 
• Tax Authorization Form, found here 
• Ownership Verification Attestation, found here 

• Criminal conviction or disciplinary action documentation (if applicable) 
• Valid payment via credit card (Visa, MasterCard, or Discover) or check delivered to 

the Board office (see instructions within this guide for how to pay by check). 
 

 

Accessing the Certificate of Operation Renewal Application: 
1. Access the portal using the eLicense system at https://elicense.ohio.gov/  

2. Login to your current license account, if you do not yet have an eLicense account, 
please visit www.pharmacy.ohio.gov/elicenseinstruct for guidance on how to register. 

 

Completing the Certificate of Operation Renewal Application: 
 

1. BUSINESS INFORMATION: Ensure all business information is current, including 
primary contact, e-mail address, and phone number and select ‘Save and Continue’. 

2. APPLICATION QUESTIONS: This section will have questions related to continuing 

education, ownership, and Legal/Disciplinary Action questions. Answer all questions 
truthfully and select ‘Save and Continue’. 

3. ATTACHMENTS: This section will have (1) attest button. The entity will also be 
required to upload the Tax Authorization Form, Ownership Attestation Form, and 
Attestation & Release Form. Other attachments may be required based upon answers 

to questions in the previous section. Upload the required documentation then select 
‘Save and Continue’. 

4. REVIEW & SUBMIT: Select the ‘Consent to Electronic Signature’ check box and Type 
the applicant’s first and last name in the box provided. Select ‘Submit’ to proceed to 
payment. 

 
***STOP HERE IF THE ENTITY WILL PAY THE RENEWAL FEE BY CHECK*** 

Renewal fees paid via eLicense must be paid via credit card (Visa, MasterCard, or 
Discover). An entity may mail a check directly to the Board or contact the licensing 
department to schedule a time to hand deliver a check.  

  

http://www.pharmacy.ohio.gov/
https://medicalmarijuana.ohio.gov/Documents/LicenseeResources/Dispensary%20Licensee%20Resources/Dispensary%20&%20Employee%20License%20Renewal/Attestation%20and%20Release%20Authorization.pdf
https://www.medicalmarijuana.ohio.gov/Documents/LicenseeResources/Dispensary%20Licensee%20Resources/Dispensary%20&%20Employee%20License%20Renewal/Dispensary%20Tax%20Authorization%20Form.pdf
https://www.medicalmarijuana.ohio.gov/Documents/LicenseeResources/Dispensary%20Licensee%20Resources/Dispensary%20&%20Employee%20License%20Renewal/Ownership%20Verification%20Attestation.pdf
https://elicense.ohio.gov/
http://www.pharmacy.ohio.gov/elicenseinstruct


5. CART: Click the ‘Select All’ check box then ‘Continue’ to checkout then ‘continue’ 
again to proceed to the payment screen. 

6. PAYMENT SCREEN: Fill in all applicable information in the payment information and 
billing information sections of the payment screen and select ‘Continue’ then select 

‘Submit’ on the next screen. 
 
If you need help or have questions pertaining to your Certificate of Operation Renewal 

Application, for fastest response time, please e-mail licensing@pharmacy.ohio.gov  
 

 
CERTIFICATE OF OPERATION RENEWAL APPLICATION: 
 

From your dashboard, select OPTIONS from the Certificate of Operation license tile, then 
select ‘Renew’.  
 

 
 
  

mailto:licensing@pharmacy.ohio.gov


BUSINESS INFORMATION: 
 

Review and ensure all business information is correct, including primary contact name and 
e-mail address.  

 

 
 

 
 
Once all information is populated, select ‘Save and Continue’. 

 



APPLICATION QUESTIONS: 
 

Answer all application questions and select ‘Save and Continue’. 
 

 
 
 
 



  



 
 

ATTACHMENTS: 
 

Read and attest to the following: 
 

 
 
Required Attachments:  
 

 
 
 



 

 
 
 

 

  



REVIEW & SUBMIT:  
 

 
  
 

 
 

  



CART & PAYMENT: 
 

OPTION #1: If paying by credit card, select the ‘License Renewal/Reinstatement’ fee 
check box and select ‘Continue’ then follow the prompts to complete payment.  

 

 
 
OPTION #2: If paying by check, please make check payable to ‘Ohio Treasurer of State’ 

in the amount of $70,003.50 and mail to the Board Office located at 77 S High St, 17th 
Floor, Columbus, Ohio 43215.  

 
Once payment is received, your renewal application will be considered complete and 
submitted.  

 
If you need help logging in to your eLicense account, registering, or any other 

technical issues with eLicense Ohio, please call the eLicense Customer Service 
Center at 855-405-5514, Monday – Friday, 8:00am to 5:00pm EST. 
 
 


