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If you are wanting to go to Active DURING the current renewal cycle, start with 
instructions on Page 2. 

If you wanting to go Active OUTSIDE the current renewal cycle, start with 
instructions on Page 5. 

 

• Login to your MyBELS 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 
 

 
 

• Click Applications 
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If going Active During the Current Renewal Period 

 
• Under the current Renewal, Click Open 

 
 

• Select Indicate Intent to Renew 

 

• Click the down arrow and Select Active 
• Select Continue 
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Enter -  

• Enter Employer Name 
• Current Work Physical Mailing address  
• NCEES Account, if applicable 
• Click Validate Address (if an address does not validate, make sure you have the 

information entered correctly) 

Note:  Foreign Addresses or those at MSFC will not validate.  You will need to 
contact the Board Office. 

 
 

• Click Continue 
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Continue with the renewal process 

• Answer Questions 
• Enter PDH Courses and Upload certificates 
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If going Active Outside the Renewal Period 
 

• Select Available Applications.  Click the Arrow next to Professional Engineer to 
expose the Mid-Cycle Status Change to Active Application. 
 

• Click Begin 

 
 

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.   
 

• Answer Questions 
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• Enter Activity Title and Click Search 
• Click Select to enter the information on the PDH course 

 

 
 

• The Requirements Bar should be green when you have met the 30 hour 
requirement.  Click Complete Application. 

• PLS – You will also need to meet the Standards of Practice and Ethics 
requirements in addition to the 30 hour requirement. 
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• Enter Employer Name, Work Address, NCEES account number and practice 
area(s).  Click Continue 

 
 

• 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 Click 

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 Click Orange Button. 

 
 

• You will see under Comments to Applicant what the issue is and what you need to 
do 

 
• You need to Click Respond to Inquiry 

 
• If you have any comments back to the Board, you can enter them under Comments 

to BELS.  Either way you need to Click 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.   

 


