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Requirements for Navigator License Renewals
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• To fulfill the yearly requirements for a Navigator License renewal, 
all Navigators must obtain eight continuing education credits and 
complete the Federal MLMS Training

• Failing to renew your Navigator License on time will cause the 
license to expire and the Navigator cannot continue doing 
Navigator work until it is reinstated

• Active Navigator Licenses will expire October 1st, 2024



Deadlines for Training and Navigator License Renewals
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• September 9-11, 2024
o To obtain eight continuing education credits, Navigators can attend 

Covering Wisconsin’s annual Health Insurance Enrollment Conference
• August 2024

o To access and complete the Federal MLMS Training, Navigators can log 
into the Centers for Medicare and Medicaid Services portal

• September 2024
o Covering Wisconsin recommends Navigators submit their license 

renewal to the Office of the Commissioner of Insurance before 
September 15th to allow adequate processing time before the October 
1st, 2024, expiration date

https://coveringwi.org/conference
https://portal.cms.gov/


Continuing Education Credits and Completion Certificates
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• After attending the Wisconsin Annual Health Insurance Enrollment 
Conference, the OCI Agent Licensing Department will verify your attendance 
with Covering Wisconsin. After this verification, eight continuing education 
credits will be added to your license profile

• Continuing Education Certifications will be emailed to you from Covering 
Wisconsin. This process can take up to 2 weeks

• If you have questions about your certificate, please contact Covering 
Wisconsin directly at coveringwi@cwi.wisc.edu 

mailto:coveringwi@cwi.wisc.edu


Gather Your Navigator License Renewal Materials
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❑ Navigator’s Last Name

❑ Last Four Numbers of the 
Navigator’s Social Security Number

❑ Navigator’s National Producer 
Number (NPN)
• How to find your NPN instructions are on slide 7

❑ Navigator’s Birth Date

❑ Navigator’s Contact Information

❑ Navigator Entity Affiliation

❑ Navigator’s Employment History

❑ Payment Method

❑ Documentation authorizing you to 
work in the United states, if the 
Navigator is a non-citizen            
(i.e., green card, visa)

❑ Information about 
• Criminal Background

• Administrative Actions
• Bankruptcy
• Tax Delinquency
• Termination for Misconduct
• Lawsuits

• Child Support
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How To Find Your National Producer Number (NPN)



How To Find Your National Producer Number (NPN)

• You can look-up your NPN on the NAIC State Based Systems license manager tool at:

https://sbs.naic.org/solar-external-lookup/license-manager
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• Input your information

• Jurisdiction: Wisconsin

• Search Type: Licensee

• Entity Type: Individual

• Additional Fields: First and Last Name

• Agree to Terms and Conditions

• Click “Search”

• Find your name and the NPN will be listed in 
the NPN column to the left

https://sbs.naic.org/solar-external-lookup/license-manager
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Renewing an Individual Navigator License Online

Online License Renewal is Preferred by the Office of the Commissioner of Insurance



Online Navigator License Renewal Check-list
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❑ Log into the NIPR website under “Individual”
▪ https://pdb.nipr.com/my-nipr/frontend/identify-licensee

❑ Identify the Navigator (Licensee)

❑ Start the Application and Select Product Type

❑ License Type

❑ Answer all Legal Questions

❑ Sign Attestation

❑ Pay the $35 +$5.60 Licensing Fee

❑ Check Email Inbox
▪ NIPR receipt

▪ Automatic reply from OCI

❑ Send Federal Completion Certificate to 
the Office of the Commissioner of 
Insurance (OCI)
▪ Subject line: Federal Navigator Completion Certificate

▪ Attach Federal Completion Certificate and any other 
required documents based on your answers to legal 
questions and/or work documents

▪ Include your contact information and the Navigator 
Entity you are affiliated with in the body of the email

▪ Send to: ociagentlicensing@wisconsin.gov

https://pdb.nipr.com/my-nipr/frontend/identify-licensee
mailto:ociagentlicensing@wisconsin.gov


National Insurance Producer Registry for Navigators
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• To renew the Navigator’s 
license information, 
visit:

NIPR (National Insurance 
Producer Registry for 

Navigators) 

• Click “Individual”

https://pdb.nipr.com/my-nipr/frontend/identify-licensee
https://pdb.nipr.com/my-nipr/frontend/identify-licensee
https://pdb.nipr.com/my-nipr/frontend/identify-licensee


Identify the Navigator (Licensee)
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• Search Type: 
National Producer 
Number (NPN)

• Fill in the Last Name 
and NPN Number of 
the Navigator

• Accept the NIPR Use 
Agreement

 



Authorization of Navigator (Licensee)
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• Enter the last four 
numbers of the 
Licensee’s Social 
Security Number and 
their date of birth to 
authorize the search



User Menu
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• Click “Start” 



Product Type
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1. Product Type: 
• Other Licensing 

2. Application Type: 
• Renewal

3. Residency Type: 
• Resident 



License Type 
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• Select  the “None” box to 
select Navigator Individual



Answer Questions

• The registry will take you through a series of questions regarding your address, 
employment history, criminal background, administrative actions, bankruptcy, 
tax delinquency, misconduct terminations, lawsuits, and child support.     
Answer all legal questions. 

• If you’d like to preview the questions you can read them on the pdf version of 
the Application for Individual Navigator License or look at the Candidate 
Handbook published by the Office of the Commissioner of Insurance.
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https://oci.wi.gov/Documents/OCIForms/11-090.pdf
https://oci.wi.gov/Pages/Agents/ApplyForALicense.aspx
https://oci.wi.gov/Pages/Agents/ApplyForALicense.aspx


Attestation 

• Read and accept 
the attestation
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Payment 

• After accepting the 
attestation, fill in your 
billing details and payment 
information and click “next”

• The cost of a Navigator 
License Renewal is 
$35+$5.60 online licensing 
fee

• Submit the renewal 
application

18



Order Receipt
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• NIPR Order Receipt
• You will receive an NIPR Receipt in 

your email inbox confirming your 
electronic resident license 
application. It comes from 
donotreply@nipr.com

• If you do not receive this receipt, 
check your spam folder

• If you have any questions regarding 
your order, please contact their 
customer service at 
www.nipr.com/help

mailto:donotreply@nipr.com
http://www.nipr.com/help


Follow-up Directly with OCI After Submitting on NIPR

To finish renewing your Navigator license, you will email a copy of your 
MLMS Training Certificate of Completion and any required supporting 
documents to OCI’s Agent Licensing Section at 
ociagentlicensing@wisconsin.gov (example on slide 21)

• Subject Line:

o Federal Navigator Completion Certificate

• Body of Email:

o Include your contact information and the Navigator Entity you are affiliated with

• Attachments: 

o Federal MLMS Training Certificate

o If you answered yes to any legal questions or have work documentation, attach 
those supporting documents

If you need help downloading your MLMS Training Certificate of Completion, please 
go to slide 23
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mailto:ociagentlicensing@wisconsin.gov


Email Example to Follow-Up with the Office of the 
Commissioner of Insurance

If you answered yes to any legal questions or are providing authorized work documents, attach 

supporting documents to your email

21



Follow-up Directly with OCI After Submitting on NIPR

After emailing your supporting documents, you will receive an automated message saying:

Thank you for reaching out to our office. We will respond to your inquiry as soon as we are able.

On average, it takes licensing staff 12-17 business days to process a complete licensing application that   
has been referred to the state for manual review. It could take longer if you have not provided the 
required documentation or the application is more complex in nature.

Section Ins 6.59 (4) (c), Wis. Adm. Code allows OCI to determine an approval or denial of a licensing 
application within 90 days of a completed application. Once the application is approved, you will receive 
email confirmation.

Agent Licensing Section
Division of Market Regulation & Enforcement
Office Hours 7:45am – 4:30pm

 If this is an open records request, please send your request to OCIRecords@Wisconsin.gov.
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mailto:OCIRecords@Wisconsin.gov
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How to Download your MLMS Training Certificate 
of Completion



How To Download Your MLMS Training Certificate of Completion

Log into the MLMS Training Portal

• https://portal.cms.gov/
• Agree to Terms and Conditions

• Complete the Multi-Factor Authentication

• Open the Marketplace Assister Training

• Enter your Navigator ID at the bottom of the page

• Click “Save”

24

https://portal.cms.gov/


How To Download Your MLMS Training Certificate of Completion

• Click the three white lines on the top right 

of the webpage to access your account

• On the drop-down menu click “Learning”

• Click “View Your Transcript”
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How To Download Your MLMS Training Certificate of Completion

• Under “Filter by Training Status” click “Completed”

• Click the blue box labeled “View Completion Certificate” to the 

right of the PY2025 Returning FFE Navigator

26



How To Download Your MLMS Training Certificate of Completion

• Click “View My Certificate” and your Completion Certificate will open in a 
new browser window

• Save your Completion Certificate to your computer so you can access it when 
following up with the Office of the Commissioner of Insurance

27
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Renewing an Individual Navigator License by Mail



Paper Form Option 

❑ A paper form can be used for the 
Navigator License Renewal

❑ Complete the first three pages and 
mail:
▪ Navigator Renewal Form
▪ Copy of your MLMS Training Certificate 
▪ Supporting Documents if answering “yes” to any 

Background  Questions
▪ Check or Money Order of $35.00 

State of Wisconsin Office of the Commissioner of 
Insurance Agent Licensing Section 

P.O. Box 7872 
Madison, WI 53707-7872 

 .  
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https://oci.wi.gov/Documents/OCIForms/11-090.pdf
https://oci.wi.gov/Documents/OCIForms/11-090.pdf


Paper Individual Navigator License Renewal Check-list
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❑ Navigator Renewal Form PDF
▪ https://oci.wi.gov/Documents/OCIForms/11-090.pdf

❑ Navigator’s Identifying information 
and National Producer Number 
(NPN) 
▪ How To Find Your NPN is on slide 7

❑ Answer all Legal Questions

❑ Copy of your MLMS Training 
Certificate

❑ The Navigator Entity You are 
Affiliated With

❑ Check or Money Order Payment
▪ $35 Non-refundable Payment

❑ Mail 
▪ Navigator Renewal Form

▪ Copy of your MLMS Training Certificate 

▪ Supporting Documents if answering “yes” to any 
Background Questions or need to submit a green 
card of visa

▪ Payment 

State of Wisconsin Office of the Commissioner of 
Insurance Agent Licensing Section

P.O. Box 7872 

Madison, WI 53707-7872

https://oci.wi.gov/Documents/OCIForms/11-090.pdf
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Processing Timeline and Requirements



Application Processing

• Applications are typically processed with the Office of the Commissioner of 
Insurance between 12-17 business days, if all required follow-up has been 
completed

• You will receive an email regarding the approval or denial of your application 
once it is processed.  This notification will be delivered from the Office of the 
Commissioner of Insurance, or NIPR, to the email address listed on the 
application

• If you have questions during application processing, email 
ociagentlicensing@wisconsin.gov

32

mailto:ociagentlicensing@wisconsin.gov


Application Processing

• If you do not allow adequate time for processing, your application will expire. 
Navigators cannot continue doing Navigator work until their license would be 
reinstated. A reinstatement cost is $70 and has additional processing time

• OCI will alert the email listed on your renewal paperwork once the license has 
been processed and is renewed or denied

33
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Finding Your Navigator License



Finding Your Navigator License 

• After approval of the license application, you can look-up your license details on 
the NAIC State Based Systems license manager tool at:

https://sbs.naic.org/solar-external-lookup/license-manager

35

• Information Needed to search for your 
Navigator License
• Jurisdiction: Wisconsin

• Search Type: Licensee

• Entity Type: Individual

• Additional Fields: First and Last Name or NPN

https://sbs.naic.org/solar-external-lookup/license-manager
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