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How to Complete a Renewal Application 
 

An email will be sent to the emailed to the agency for renewal: 
The link for eLicense is provide along with the Fast Track PIN and Certificate# needed to log in. 

 

Navigate to eLicense log in page. 

1. Click on the Fast Track Renewal tab. 
2. Enter the PIN located in the email received. 
3. Enter the Certificate # provided in the email received. 
4. Click the Log In button. 
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5. Click the Start link. 

 

 

6. Read through the instructions. Click on the Next button. 
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7. Review the agency information. 
8. Click the Next button. 

 
 

9. Enter the full name of the person completing the Renewal. 
10. Enter the title of the person completing the Renewal. 
11. Enter the phone number for the Residence. 
12. Enter the email address of the person completing the Renewal. 
13. Review the last Escore rating. 
14. Review the DDS Region the home is in. 
15. Click the Next button. 
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16. Select the Number of Floors in the building from the dropdown menu. 
17. Select the best description of bedroom location from the dropdown menu. 
18. Select “Yes” or “No” by clicking on the radio button to answer the question. 
19. Select the best description of number of third shift staff and their status on shift from the dropdown menu. 
20. Select “Yes” or “No” by clicking on the radio button to answer the question. 
21. Select “Yes” or “No” by clicking on the radio button to answer the question. 
22. Select “Yes” or “No” by clicking on the radio button to answer the question. 
23. Select from the dropdown menu – the best description of the home’s sprinkler system. 
24. Select “Yes” or “No” by clicking on the radio button if there are fire doors. 
25. Select from the dropdown menu if the fire doors automatically close (select N/A if no fire doors). 
26. Select “Yes” or “No” by clicking on the radio button to answer the question. 
27. Click the Next button. 
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28. Select “Yes” or “No” by click the radio button – if all residents and staff evacuate to an external location for all 
fire drills. 

29. Click the Next button. 

 
 
If you Select “Yes” the Renewal will take you to the next question. 
 
If you Select “No” please complete the following steps: 

30. “No” has been selected: 
a. Click on the radio button to select “Yes” or “No” if the fire marshal has provided written approval of 

evacuation to an interior point of safety. (if you select “No” the renewal will provide direction) 
b. Click on the Choose file button and navigate to the document requested. 
c. Click the upload button (repeat 32b and 32c until all documents have been uploaded) 

31. Click the Next button. 
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32. Select “Yes” or “No” by click the radio button – if any residents are medically exempt from participating in All 
fire drills. 

33. Click the Next button. 

 
 
If you Select “No” the Renewal will take you to the next question. 
 
If you Select “Yes” please complete the following steps: 

34. “Yes” has been selected: 
a. Enter the DDS Number and full name of resident(s) that are medically exempt from participating in ALL 

fire drills. 
b. Click on the Choose file button and navigate to the document requested. 
c. Click the upload button (repeat 36b and 36c until all documents have been uploaded) 

35. Click the Next button. 
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36. Select “Yes” or “No” if the facility provides transient (temporary) respite care. 
37. Click the Next button. 

 
 
If you Select “No” the Renewal will take you to the next question. 

 
If you Select “Yes” please complete the following steps: 

38.  “Yes” was selected: 
a. Enter how many beds in the home are for respite care. 
b. Enter the DDS Number and full Name of individual(s) placed in respite care. Enter no placements if no 

one is placed as respite. 
39. Click the Next button. 
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40. Instructions for completing the Evaluating each Individual’s Capability. 
41. Click the Add button to start adding each individual. 
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42. Enter the Individual’s full legal name. 
43. Select the Individual’s Risk of Resistance. 
44. Select the Individual’s Impaired Mobility. 
45. Select the Individual’s Impaired Consciousness. 
46. Select the Individual’s Need for Extra Help. 
47. Select the Individual’s Response to Instructions. 
48. Select the Individual’s Waking Response to Alarm. 
49. Select the Individual’s ability to Initiate and Complete Evacuation. 
50. Select the Individual’s ability to Choose and Complete Back-up plan. 
51. Select if the Individual remains in the Designated Location. 
52. Select if the Individual is a Permanent or Respite Resident. 
53. Enter any Evacuation needs such as Wheelchair, Cane, Walker, etc. 
54. Click the OK button.  
Repeat steps 41-54 until all residents have been entered. 
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55. Once you have added all the individuals living in the home then Click the Next button. 

 
 

56. Click the Add button to start adding the information for the last 12 months of fire drills. 
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57. Enter the date of the fire drill. 
58. Enter the time the fire drill started. 
59. Enter the shift when the fire drill occurred. 
60. Enter the number of staff that participated in the fire drill. 
61. Enter the number of residents that participated in the fire drill. 
62. Enter the number of residents placed in the home. 
63. Enter the duration of the fire drill in minutes and seconds. 
64. Click the OK button. 
Repeat steps 56 – 64 until all 12-fire drill information has been added. 
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65. Click the Choose File button then navigate to where the fire drill document(s) are saved. 
66. Click the Upload Document button. 

Repeat 65 & 66 until all documents are upload if needed. 
67. Click the Next button. 

 
 

68. Click “Yes” if you agree with the attestation (Clicking “No” will display information and directions). 
69. Enter the name of the person completing the Renewal. 
70. Click the Next button. 
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In the next screen scroll down to review the Renewal as completed for accuracy. 

71. Click the Finish button. 

 
 
In the next screen you will see the completion page. You can print the receipt by clicking the Print Receipt button. 

72. You can now Click on the Logout link. 
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Note: If at any time while completing the application you need to stop - just click the red “Close and Save” 
button on the bottom right of the screen. When you log back you will click on Continue. 
 

 
 
You will be brought back to the welcome page. Click “Next” until you come to the page where you left off. 
 

 
 

****You have completed the Renewal Application**** 
 

 


