
A Brief Overview to Help Guide You through the New e-license Online System.

Pre-Login Activities

Applicants, licensees/registrants, or the general public will first see the screen below.

From this screen you can “Lookup Licenses”, or download lists of licensees. Current

license holders can Login to renew a license, or a new applicant could register to begin

an online application.

The process to Register will walk you through the steps to set up your online login and

password. After you have your login and password, you will select “Login” and the

screen below will be seen.

Note: Also provides

links to recover lost

User ID and/or

Password.



New Application Activities

After logging in you will arrive at the screen below. From this screen you may select the

“Start” button next to your desired license type.

The selected online application will open and you may begin to fill in the responses.

Online applications typically consist of multiple questions, within multiple sections. The

sections will become bold as you complete them and proceed.



You might be asked to provide information that can be uploaded directly into the online

application, as seen in the screen below. You will browse to find the file with the relevant

information on your computer and then “Upload” the document. The system can accept

multiple file formats.

Once you have completed all sections you will have an opportunity to review your

answers. You can go back and make corrections as needed by clicking on previous or

by selecting the section you would like to return to.

After selecting “Add to Invoice” the payment screen will appear and you will select “Pay

Invoice”.



When completing the payment information, you will be asked to confirm that the address

matches the billing address for the credit card you are using.

If the payment is successful, a payment receipt screen will appear and you will be sent a

confirmation email.



Renewal Activities

Note: See the Pre-Login Activities for identical pre-login portal entrance screen.

Once you have logged in, select Create/Resume a Renewal.

Once logged in, this screen allows users to select the license they wish to renew (see

Start link).

Note: See New Application Activities for identical application and payment screens.


