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• You would login to your account.  DO NOT Hit Register as a New Applicant.   
 

• Login with your email address or your user id. Your user id is your license type and 
number Example: PE12345, PLS12345 
 

 
 

• When you log in, you will see you are in the education log.  You will need to hit 
Applications in the top right hand corner. 
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• You would Hit View by the Renewal you are trying to Activate 

 

• Hit the 3 dots next to Approved and then select Request Status Change.t if you 
are renewing as Active or Inactive. 

 
 

• Hit Ok 
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• Hit Change Intent to Renew. 

 

 
 

• Hit the down arrow and select Active and Hit Continue. 
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• You would put your current Business name and business address.  When you start 
typing the address, a list will appear.  May sure you select the correct address.  If 
you don’t select an address and you only entered in the street, the city and 
state will not appear.  
 

 
 

• You can select up to 4 practice areas.  This is only for our information.  We do 
not license by discipline so you will not be issued a license based on what 
you selected.   
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Professional Development Hours 
• You would need to Hit Add PDH Activity to enter the courses/hours you are 

claiming.  You will be required to enter your continuing education and upload 
the certificates.   
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• Hit +Select next to the type of course you are entering 
 

 
 

• You must enter the information on the course and upload the certificate then Hit 
Submit.  (We only accept a certificate for the supporting documentation.  No 
other documentation will be accepted unless you are teaching a course or 
attending college course) You will repeat until you’ve entered all your courses. 
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• The Requirements Bar should be green when you have met the 30 hour 
requirement.  Hit Submit. 
 

• You will not need to answer the 2 affidavit questions since those were previously 
answered. 
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• You should see you are now electing to renew as Active.  Hit Continue.  

 

 
 

• Under Attestation, Yes should already be selected from your previous renewal.  If 
not, you must select Yes and Hit Continue. (If you don’t select yes, it will give you 
an error and you can’t move forward) 
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• Under the Validate Contact Information, you would see what we have on file as 
your primary contact information.  You can update the contact information by 
Hitting My Account Details.  Once you make the changes you would hit your back 
button on the browser to go back.  If no changes, you would Hit Submit. (Note:  
Since you have already paid the renewal fee, it will skip this step.) 

 

• You would make the changes on the left-hand side under Phone Numbers, Email 
Addresses or Addresses then hit the back button 
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• If you Hit Pay Fees tab, you will see when you paid the renewal. 

 

• You will see that your renewal has been submitted.  It is pending review of your 
courses. 
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• If there are issues with your renewal, you will receive an email to log back into your 
account to review the issues. 
 

 
 

• Once you log back in, you will see your status as Under Inquiry.  You need to Hit 
Continue. 
 

 
 

• Once you are in the renewal, the section that is Under Inquiry and needs 
information will have an Orange Button.  You will need to Hit Orange Button. 
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• You will see under Comments to Applicant what the issue is and what you need to 

do 

 
• You need to Hit Respond to Inquiry 
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• If you have any comments back to the Board, you can enter them under Comments 
to BELS.  Either way you need to Hit Submit Responses. 

 

 
 

• Once you resubmitted, your status will show as In Review 
 

 
 

• You will get an email you have been approved and there is a link in your account 
to print the pocket card.   

 


