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Candidate Task 1: Create MEIS Account and MOECS Profile   

Candidates who already have both a MEIS account AND a MOECS profile may skip to 

Candidate Task 2. 

➢ If candidates are unsure whether they already have a MEIS account, they can search 

here: Account Search.  

Step 1 - Candidates need to first create a Michigan Education Information System (MEIS) 
account online (Image #1).  

➢ Users will need to report their contact information (name, address, email, phone) to 
complete account creation (Image #2). Candidates should record their login, password 

and MEIS account number for future use. 

MEIS will notify candidates if an account already exists with the candidate’s first and last 
name. A message stating a “MEIS account already exists with your name” may appear if 

there is a name match. Verify once again, if necessary, that you do not already have 
an account (Account Search). This warning can be bypassed by selecting “Create a new 

MEIS account if you wish to continue” link that appears below that warning message.  

Recommendation: MDE highly recommends that candidates use a personal email address 
rather than a provider branded address to ensure account access following program 

completion. 

Image #1: Main account creation page 

 

  

https://mdoe.state.mi.us/MOECS/loginproblem.aspx
https://mdoe.state.mi.us/meis/createnewaccount.aspx
https://mdoe.state.mi.us/meis/createnewaccount.aspx
https://mdoe.state.mi.us/MOECS/loginproblem.aspx
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Image #2: Information needed to complete MEIS account 
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Step 2 – Candidates will then use their MEIS credentials to access the MOECS website. If 
the user is new to MOECS (no prior account), users will need to setup a MOECS profile.  

Five unique prompts need to be completed to finalize the profile. Users will receive the 

following prompts when accessing MOECS for the first time: 

Prompt 1: MOECS User Type. For candidates, select “Educator or other license/certificate 

holder” and then select continue. 

Image #3: MOECS user type

 

Prompt 2: Profile Details. Select NO to the first prompt about holding a valid certificate 
and YES to the second prompt about being enrolled in an educator preparation program. 

Image #4: Profile details 

  

https://mdoe.state.mi.us/MOECS/login.aspx
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Prompt 3: User Information. Candidates can start their profile by entering the requested 
demographic information (Image #5). 

Image #5: Profile registration information 

 

Prompt 4: Certificate History. Users are asked whether they ever held a teaching 
certificate.  

Image #6: Confirm never held a teaching certificate 

 

Intermediate Task: Confirm Email. After hitting submit, users will be asked to confirm 

their email address. Follow the instructions in the mail.  

Image #7: Notice to check email 
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Prompt 5: Finish Profile. Upon re-entering MOECS after confirming email address, 
candidates will be prompted to finish completing their profile (Image #8).  

For education history, candidates should enter their current education preparation 

provider and the degree they expect to receive. The graduation date cell should be left 
empty. Candidates can update this information after they have finished their program.  

Image #8: Finish profile 
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Task 1 is now complete. After saving their profile information, the users 

will see the dashboard below and are ready for Task 2.  

Image #9: MOECS dashboard view 
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Candidate Task 2: Confirm Enrollment  

Step 1 – After logging into MOECS and accessing the home page, select Confirm 
Enrollment from the list of available tasks. 

Image #10: Confirm Enrollment tab  

 

Step 2 – Provide the requested information, including preparation provider, program level, 
program type, and student identification number. Click the next button. 

Note: Candidates should check with their EPP if they do not know their student 

identification number. This number is provided by your EPP and NOT the Michigan 
Department of Education.  

Image #11: Information requested to confirm enrollment 

 

https://mdoe.state.mi.us/MOECS/login.aspx
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Step 3 – A summary of the candidate’s selections will be provided. If everything looks 
correct, select the submit button. If not, select the back button to edit answers. Once 
submitted, the information will be sent to the educator preparation provider for review and 

confirmation.  

Image #12: Confirm information before hitting submit 

 

Task two is now complete. Candidates can review their enrollment information 
using the steps outlined below. If the EPP rejects an enrollment, the candidate 

will receive an automatic email with instructions to contact their EPP for more 
details.  

Additional Functionality: Select Enrollment Information from the MOECS home page 
to see the history of enrollment information as submitted into MOECS. 

Image #13: Reviewing enrollment information 
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Image #14: Reviewing enrollment information 

 


