Follow these steps to apply online for a new license, permit or registration

1. All applications, descriptions of license types and eligibility requirements can be found at the Department’s Online
Website (or copy the URL into your web browser www.ct.gov/dcp)

To apply online go to the elicense website (or copy the URL into your web browser www.elicense.ct.gov)

2. First time applicants must register and create a new account. If you have previously set up an elicense account,
please log in with your existing credentials and proceed to your Dashboard (see step 12)

o If you are renewing or reinstating an existing license or registration, DO NOT create a new account. Click How
to Renew an existing credential for instructions (or copy the URL into your web browser
https://portal.ct.gov/dcp/license-services-division/license-division/to-renew-online)

3. Select the Register button to create a new account
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Select either Individual or Business
e Register as the individual or business to whom the credential will be issued to

Answer “Has the Individual or Business ever had any prior Licensing interaction(s) with any of the following State
agencies?”
e If you select YES to this question, you will be directed to find your existing account via Account Matching
e If you select NO to this question, you will proceed with the online registration process

Select Next
@€ crcov & Signin & Register

Dashboard > Register new Account

Fields marked with an asterisk * are required
Step 1. Business or Individual

Register as:

@ Individual O Business

PREVIOUS REGISTRATIONS **PLEASE READ**
Previously registered accounts will not be accessible if registering a second account.
You must use the User ID and Password linked to that registered account.
Please contact the issuing agency below to request your User ID and Password.

Select Yes if the Individual or Business had prior Licensing interaction(s) with any of the following State agencies:
Department of Public Health Department of Consumer Protection

Department of Banking Department of Developmental Services
Department of Agriculture Department of Revenue Services

DOL Apprenticeship Training Secretary of the State Notary Unit
Office of Early Childhood DEEP Pesticide or Forestry Programs

DAS State Fire Marshal Office  DAS State Marshal Commission

Select No if there are no previous registrations.

O Yes @ No

—) Next Cancel




7. Complete dll required fields, including Account Information, Personal Information, Public and Mailing Addresses and
Captcha Verification

8. Select Create Account

Account Information
* denotes required fields

*User ID

Captcha Verification
*Email

Please note that this code is case sensitive.
*Password
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Personal Information

*First Name ‘

Create Account ‘—




9. Before proceeding, you must verify the email that was sent to your inbox
e A verification email will be sent to the email address you used to create the account. You must access your

email account and click on the link provided. Once selected you will be returned to your account and
provided with access.

e If you did not receive the email, you may click the button labeled Generate E-mail and a new one will be sent.

In order to validate your account we have sent you a verification email to the address listed below. You must access your email account and click on the link provided. Once
clicked you will be returned to your account and provided access.

A There is currently 1 issue with your account.
Please resolve it before going further.

Your email address has not been verified. If you have not yet received an email to do this, please follow the instructions below.

User ID: Change User ID
E-mail: Change Email
Your account or new email address has not yet been verified.

You have been sent a verification email by the system to your email address of record.
You may have to check your SPAM filter. Click on the link provided in the email.
Once clicked you will be returned to your account and provided access.

If you have not yet received the email, you may click the below button labeled "Generate E-mail" and a new one will be sent to you.

Please note: When you click the "Generate E-mail" button any older verification emails will be invalid. Ensure that you click the link in the most recently received
email.

Generate E-mail <——

Password: Change Password




10. This is an example email. Select Click here to verify your email address and continue with the initial application
¢ If you do not receive an email 1-5 minutes after creating your account, check your junk or spam folder

Email Verification

<
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Dear fua i,

This message is intended to verify the email address on file for you in the State of Connecticut's eLicensing website and to allow you to use the
other online functionality.

To complete the process, please click the hyperlink below if it appears in your email program. If it does not appear as a hyperlink please read the
instructions below.

Click here

If a hyperlink does not appear above, then please copy the following text into your web browser's address bar (all the text below must be putin
as a single line with no spaces)

https://www.elicense.ct.gov/Account/VerifyEmail.aspx?guid=85a715b6-0de7-4835-8c21-e0e95fab7a9a&email=| - -

11. Now your email address has been verified. You can now apply for a license, permit or registration - select Sign In

& Signin & Register

Dashboard >

E-mail Verification

The e-mail address has now been verified
Please continue to Login




12. Under your Dashboard, select Initial Application under Activities

€ creov . ws000 % Logout

Welcome
-

Last Login: ¢

Quick Actions

Activities

Initial Application Digital Wallet Certificate  File a Complaint/Claim
Device Dawnload

Account Information and Updates

13. Expanding a category allows you to view all available types. Select Start to open the application for the license,
permit or registration you wish to apply for.

Dashboard > Apply for new license

Below are all current License/Certification types available for online application.

Please expand a category to view the available types,
then select "Start” fortho licanca lCartificatinn o arich £n annlie feam tha lice

Nursery & Honey Bee Registration

Occupational Trades ""_ ~

All

Public Health Practitioners

License Board
AUTOMOTIVE GLASS UNLIMITED CONTRACTOR Occupational
(GLZ-AG1)

Accountancy

Adult-Use Cannabis
License Board

. " AUTOMOTIVE GLASS UNLIMITED JOURNEYPERSON  Occupational

Agricultural Commodities (6LZ-AG2)
License Board
ELECTRICAL LIMITED CONTRACTOR (ELC-C5) Occupational

BE)<—




If the license, permit, or registration you want to apply for does not show a blue START button, you may be using the
wrong type of account. In that case, you will need to create a NEW account.

For Individual Applicants: If the license you wish to apply for does not show a blue START button and you see the

message: Business License types can only be held by Organizations, your account is registered as an
Individual, this means you are currently logged in with an Individual account. Log out and create a new

account as a Business.

Food Permits ~
License Board
COTTAGE FOOD OPERATION (CFO) Food Unit
License Board
APPLE JUICE & CIDER MANUFACTURER (AJC) Food Unit
Business License types can only be held by Organizations, your account is registered as an Individual

For Business Applicants: If the license you wish to apply for does not show a blue START button and you see the
message: This License type can only be held by Individuals, your account is registered as an Organization, this
means you are currently logged in with a Business/Organization account. Log out and create a new account as

Cln |ndiVidUG|. Accountancy -

License Board
CERTIFIED PUBLIC ACCOUNTING FIRM (CPAP) Board of Accountancy

License Board

CERTIFIED PUBLIC ACCOUNTANT CERTIFICATE Board of Accountancy
(CPAC)

This License type can only be held by Individuals, your account is registered as an Organization
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14. After you have selected the correct application carefully read and review all start instructions and eligibility
requirements. Answer question truthfully and to the best of your knowledge. Provide any supporting documents if they
are requested. Submitting an incomplete application may delay the processing of your request.

15. Select Next to continue with your application.

REAL ESTATE SALESPERSON (RES)

e If you do not see the NEXT button at the bottom online e
. . . . . Application
of the application window, click the square icon Start Welcome to the Department of C Protection online application sy
. . . o . Instructi this applicati ou must:
in the upper right corner of the application. This Complete all questions within the application honestly.
will resize the window, so it fits properly on your R e dies

Screen, a IIOWing the N EXT buﬂ'on i'o a ppeqr, Look for updates via your email account: You will be notified via email once your application

has been successfully logged into our licensing system for review.

If you are ready to proceed with your application, click NEXT at the bottom.

¢ If you need further clarification or need to come
back to the application at a later date, select
the red Save and Close button. Answers to the
application will be saved for fourteen (14) days
and your application will be stored under All [In
Progress].

Below are all current License/Certification types available for online application.
Please expand a category to view the available types, Previous Next Close and Save
then select "Start"” for the License/Certification you wish to apply from the list:
All [In Progress] ‘ ~
Food Permits [In Progress] v
Real Estate & Appraisal [In Progress] v
All v
Public Health Practitioners ~




16. Once you have completed all sections and reviewed the information, select Add to Invoice to proceed with
payment.

Previous | Add to Invoice h Close and Save

17. The next screen will confirm you have successfully added the invoice to your account. You may now click Pay
Invoice. Application fees vary by license type.

ﬁgl]l] ‘ STATE OF CONNECTICUT
HOME MY ACCOUNT ONLINE SERVICES ~
[#Invoice Date: &
Invoice #
This item was successfully added I
to the invoice
Select Pay Invoice above to ¢ c—
complete this transaction
To add additional transactions to the P— -
invoice, select a command from the
Online Services menu
Description Amount
State of Connecticut
Invoice Transaction Summary T APPlicAtion - Iecii SHFS ottt i S
Online Licensing, Credentials, and
Certifications Initial Registration Fee G oo
Application Guaranty Fund Fee G o
Subtotal: Goovr 0o
Total: G 4
D




18. Enter the Credit Card or Check Draft (eCheck) information, name, address, telephone number, email address and
click Submit Payment
¢ If you are experiencing payment issues, please see our Frequently Asked Questions (FAQ) page

Invoice Payment Back to Invoice

= Payment Type © CreditCard O Check Draft

Total: St m
** Account Owner ~
** Credit Card Type ~
Credit Card Instructions : ** Card Number
*Where is CVV code?
** Expiration Month / Year ~ ~
Check Draft Instructions:
*Where is Account & Routing #?
** CVV Code

** Indicates a value is required * First N
irs ame

** Last Name

* State v
= Zip -~
** Country - v
** Phone
** E-mail Address = - - -
Mote: This email is used for sending a copy of your receipt.
Submit Payment -



https://portal.ct.gov/dcp/-/media/dcp/licensing/renewal-instructions/online-issues-faqs.pdf

19. Once the transaction is complete, you will receive an Approved message
e Click Print Receipt if you need a copy for your records
¢ In addition to the receipt, an email confirmation will be sent confirming your payment

Print Receipt ‘_
State of Connecticut
Online Enterprise Licensing Site
Date: Liid Invoice # Confirmation £:
ppr
You have been charged $Uswl. Please print a copy for your records from the bufton above
This receipt is not a icense or an authorization 10 00 business.
Description Amount
4
Subtota
Tota §
Amount Paid s
Amount Due: $0.00

20. Please allow the Connecticut Department of Consumer Protection for 5-10 business days to review your application.
You will be notified by email once your application has been successfully logged into our system for review.

21. If you have any questions regarding the licensing process, contact DCP.LicenseServices@CT.Gov or visit the
Department’s Online Website (or copy the URL into your web browser www.ct.gov/dcp)
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