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Access Your MCS CPL Application

Once your applications have been created, you may 
find them on your ICF profile towards the bottom of 
the page.

• Look for them in the “My Applications” section of 
your profile page.

• Click “Continue Application” for the application 
you wish to complete first.



Application Dashboard

The dashboard shows all the requirements for 
your credential.

To start your MCS CPL application:

• Click each requirement tab and enter your 
information.

• Watch for symbols on the tabs—they show 
when tasks are complete and reviewed by 
ICF.

• A key below the tabs explains what each 
symbol means.

You can complete the tabs in any order, but must 
complete all requirements before you submit 
your application.



ICF Credential Requirement

If you hold the required credential for the MCS  
level you are applying for, this tab will be 
marked with a “thumbs up.”  No additional 
action is needed.

If you don’t currently hold the credential 
needed, you will not be able to submit the 
application.



Education Tab

You will need to enter in your education on the 
Education Tab.

You may use the same 10 hours of education 
for each MCS application you complete.

Click on the “Enter Education” button to enter 
in your mentor coach specific education and 
upload your certificate or letter of 
completion.



After clicking Enter Education Hours, a window will open 
for you to add:

• Organization name

• Program name

• Program start date

• Total hours completed

• Indicate if an ICF-accredited program 

• Upload your program certificate or letter of 
completion.

• Don’t forget to click Save!

• Repeat for each program

Enter Education Details



As you enter education hours, the progress bar on the 
Education tab updates automatically.

Once you meet the required hours, you’ll see a 
thumbs-up on the tab.

Confirm Education Details



Mentor Coaching Experience Tab

You will need to enter in your mentor coaching 
experience in the Mentoring Experience Tab.

The same 5 clients or students may be used 
for all MCS applications you complete.

Click on the “Enter Experience” button to 
select how you are meeting the requirement 
and, if mentoring done through a Level 1, 2, or 
3 program, upload your letter of verification.



Enter Mentor Coaching Experience

You will select the option that best describes 
your mentor coaching experience to fulfill this 
requirement.

If you are going to use your mentoring 
experience done in an ICF-accredited Level 1, 
Level 2, or Level 3 program, then you will need 
to upload a letter from the program verifying 
your mentoring with them.



Application Submission Button

All your requirements should have a “thumbs up” 
symbol.

Click on “Submit Application” in the upper right-hand 
corner.



Application Submission Agreements

To submit, you will need to read and agree to the Code 
of Ethics and the Ethical Conduct Review Process.

Complete an attestation regarding the information you 
provided in the application.

Agree to the Terms and Conditions.

Indicate if your application information can be used 
anonymously for ICF research and training – This is 
voluntary and will not affect your application review.



Application Submission Payment

Finally, it’s time to complete the submission of your 
application.  

Click “Checkout” to open the payment window.

REMINDER: You only pay the MCS fee once. After submitting your first application, you'll receive a confirmation 
email with a code to waive the fee for any additional MCS applications you wish to submit.



Need Help?

• Email: support@coachingfederation.org
• FAQs: https://icfsupport.freshdesk.com/support/home

mailto:support@coachingfederation.org
https://icfsupport.freshdesk.com/support/home
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