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The screen prints are for the Engineering CA, but the process is the same for the 
Land Surveying CA.  The only difference is the wording. 

 

 The managing agent should be completing the application and signing the 
certifying statement.   
 

 Login to the company account with the email address or user id to complete the 
CA you want to renew.  Your user id is the license type and number (Example: 
ECA1234 or LSCA1234). 
 

 DO NOT select the orange button that says, “Register a new Company”.   
 

 If you need to reset the password, you must have access to the email account in 
our records to receive the password setup email.  If you are also the managing 
agent for a firm, a different email address is required for the firm. 
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 When you log into the company account, you will see the Renewal Application.  
Select the orange button that says “Begin” or “Continue”. 

     

 

 

 

 

Affidavit Questions 

 Select “Answer Question” to provide a response for the three questions.  
 

             

 

 Since the last renewal, select No or Yes if the firm has been disciplined or if there 
are pending complaints in another state. 
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 If you answered Yes, a summary of the disciplinary charges is required and upload 
a document of the action.  Then select “Continue”. 

                

 

 Select No or Yes if the firm has previously filed a Certificate of Authorization 
application with Alabama that is currently expired.  Check the expiration date on 
your Certificate of Authorization. If you submit the renewal application after the 
expiration date, you must select Yes for this question. 

                 

 

 If you answered Yes, a comment is required about the expired Certificate of 
Authorization.  Then select “Continue”. 
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 Select No or Yes if the firm offered or performed engineering or land surveying 
services through any of its office locations for projects in the State of Alabama 
during the time the firm did not hold a valid Certificate of Authorization issued by 
the Alabama Board.   

                       

 

 If you answered Yes, an explanation about the services that were offered or 
performed before having a valid Certificate of Authorization is required.  Then 
select “Continue”. 

         
 

 Once you have completed the information under Affidavit Questions, the section 
will turn green.  “Response Submitted” will be shown if you answered Yes and 
“Accepted” will be shown if you answered No. 
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 Next, select the orange “Verify Contact Information” button on the top right. 
 

 
 

 Your primary contact information will be displayed.  To update the information, 
select “My Account Details”.  If the information is correct, select “The above contact 
information is correct”. 
 

 

 

 If you select “My Account Details”, the screen print on the next page shows that 
changes are made on the left side under Phone Numbers, Email Addresses or 
Addresses by clicking on         to edit the information.    
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 After the changes have been saved, hit the back arrow on your internet browser 
and then select the orange “Verify Contact Information” button on the top right.  If 
the information is correct, select “The above contact information is correct”. 
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Offices Offering Engineering Services or Offices Offering Surveying Services 

 The system will prepopulate all office locations shown in your account 
profile. 

 You will be required to enter or verify the managing agent and branch 
responsible. 

 You must list all offices where engineering work (for engineering CA) or where 
surveying work (for surveying CA) is performed for projects in Alabama.   

 For each office location, you must list an active full time Alabama PE (for 
engineering CA) or an active full time Alabama PLS (for surveying CA) who lives 
no more than 75 miles from the office they are working from. 

 If the office location is a home address, it will be shown on the BELS website.  
 If the address shown below on Exhibit #1 in the “Office Location” column does 

not match an office address, select “Submit Office Details”, and click on 
“Remove Office”.  

 If the address shown below on Exhibit  #1 in the “Office Location” column matches 
an office  address, select “Submit Office Details”, and follow the instructions on 
Page 8 under the Exhibit  #2 Process.   

 If your firm offers or provides services for projects in Alabama and the correct 
address did not prepopulate, select “Add Branch Office” to enter the phone 
number, address, and managing agent.  NOTE:  Include the city, state, and zip 
in the address entry. 
 
Exhibit #1 
 
 
 
 
 
 
 
 
 
 
When you review the land surveying section, click on the arrow next to the office 
location to see the PLS name. 
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Exhibit #2 Process 

 
 If the Branch Office Phone Number, Branch Office Address, and Managing Agent 

information is in your account profile, the fields will be prepopulated, and you do 
not need to enter the information unless a change is needed. 

 If you need to update the “Identify the Managing Agent …” field, start typing the 
name until it is shown in the licensee list and click on the appropriate name.  
Another way to find the name is to enter the licensee # (Example:  PE1234 or 
PLS1234). 

 For the question “Will this individual serve as the Managing Agent for the 
Company?”, select Yes or No.  All firms must have one Yes response.  If your 
firm has more than one office, only select Yes for one office and No for the 
other office locations because there can only be one company managing 
agent and the others are branch managers.  

 Next, select Continue 
 

 
 

 The information for the office will be displayed.  If everything is correct, select 
“Submit Request to Responsible Individual” and then select “OK”. 
 

          
 

          

Select       
Yes or No   

to this 
Question 
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 If you need to add an office location, select “Add Branch Office”, and enter the 

Branch Office Phone Number, Branch Office Address, and Managing Agent. 
 

 

 

 

 

 

 

 NOTE for “Confirming Designation” Step:  The Alabama licensed engineer or 
land surveyor should log into their PE or PLS account.  Then select “Task” in the 
upper right corner.  Next click on “Confirm Designation as Responsible Charge” 
and answer the questions.  For the “Commute from Address”, enter the home 
address or alternate housing address that is no more than 75 miles from the office 
address (include street address, city, state, and zip).  Now select “Next” and the 
PE or PLS should type their name for the “Signature” and then select “I Agree”.   

 Once the information under all sections have been completed and the Responsible 
Individuals have responded to the “Confirming Designation” step, all sections will 
turn green, and it will show the requirements have been met.  Select “Submit” to 
continue to the payment portion. 
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 Type your name for the signature and select “Proceed to Pay Fees”. 

 
 

 Select “Pay Fees” 
 

 

Check Out 

 What you are paying for, and the amount will be displayed.  Select “Continue” 

 
 

 Complete the customer information for the credit/debit card.  Remember to enter 
the address that matches the billing address for the credit/debit card to 
prevent an error message.  Select “Next”. 
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 Enter your credit card information and Select Next. 

                       

 

 Next, click in the box next to “I’m not a robot” and then select “Submit Payment”. 

                    

 

 You will see a screen that says, “Please Wait”.  The payment will not process 
correctly if you close the tab/window or hit the browser’s back button.          

 

 

 

 

 
 Once the payment has processed, select “Continue”. 
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 You will get an email stating your application has been submitted. 

 

 

 You will get an email receipt for the application fee.  At any time, you can log back 
into your account and get this email under the “Communications” section. 

     

 

 

 Once your application has been reviewed, you will get an approval email, and you  
can log into your account to print the certificate. 
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Print Certificate of Authorization 

 Login to the company account. 
 Select, “My Account” on the top right. 
 Click on the white arrow next to Engineering Company or Surveying Company.   
 Scroll down and click on “Download Company Certificate” 

                     

  

       


