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HOW TO CREATE and/or VERIFY ACCOUNTS

If your business ever held a professional license or registration in the state of Connecticut, it is likely that
you already have an account. If you don’t remember your User ID and/or Password, use the information
in the Password and User ID Recovery section of this document to gain access to your existing account.
DO NOT CREATE A NEW ACCOUNT!!

& Access Your Account

Account

User ID

‘ User ID

Password

Password

Don't have an account? Regisier
Forgot Password? Forgot User ID?

If you have never held a professional license or registration in the state of Connecticut, you must create
an account. Go to www.elicense.ct.gov and follow the “Step-by-Step Instructions” found under the
INITIAL APPLICATION section. When ready select “Register”.

i Welcome

Welcome to the State of Connecticut's eLicense Website

VERIFY A LICENSE & ROSTER: INITIAL APPLICATION:
« Select ONLINE SERVICES for a list of available services « All applicants MUST er if this
NOTE: All data contained within License Lookup is is a first time application
maintained by the state of Connecticut, updated instantly and |« Select the "Register” link and
is considered primary source verification. create a new account. Stepr:-\,-fé o

- -
LICENSE RENEWAL : Step Instructions

« To access your account, enter your User ID and Password. | FILING A COMPLAINT:

Step-by-Step Instructions « Logging in is optional, but allows
« First time users MUST validate an active email address. you to save your complaint
« DO NOT REGISTER ANEW ACCOUNT TO RENEW. = Select the "File a Complaint” link
FAST TRACK RENEWAL: QUESTIONS:
« Check your renewal notification for availability « For all inquiries, please email the
« To access, click the gray Fast Track Renewal tab. Step-by- appropriate agency listed below.

Step Instructions
« Allows access to online renewal only

If you have already created an account and know your User ID and Password, you can sign in via
www.elicense.ct.gov. To confirm you are in the correct account, select the Contact Information tab:

I i Welcome | Contact Information Credential Information Superv

Contact Information

Name:

Mailing Address:
Main Address:
Email:

Phone:
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and the Credential Information tab:

I i Welcome I Contact Information Credential Information Super

License Information

Agency: Department of Consumer Protection

Division:Professional Email: DCP.OccupationalProfessional@ct.gov
Type: PROFESSIONAL ENGINEERING FIRM

Number: PEC

Status: ACTIVE

Agency: Department of Consumer Protection

Division:Professional Email: DCP.OccupationalProfessional@ct.gov
Type: LANDSCAPE ARCHITECTURE FIRM

Number: LARC

Status: ACTIVE

If you do not see your current or prior credential, contact dcp.licenseservices@ct.gov for assistance.

PASSWORD and ID RECOVERY

On the Department’s website at www.elicense.ct.gov there are options to recover both your Password
and User Id. These processes will result in a confirmation email being sent to your email of record.

Dont have an account? Register
Forgot Password? Forgot User ID?

If you have changed your email (or if the account was assigned to an individual who is no longer with the
company) request a change by sending an email to dcp.licenseservices@ct.gov. Include the name of the
account, credential number, new and old email, a phone number, reason for the email change and other
identifying information.

MANAGE YOUR ACCOUNT

To access this service, go to the Department’s online website at www.elicense.ct.gov . You must be
logged into the correct online account using your User ID and Password.

Changing Your ID, Password or Email

The email address on your record is for all correspondence from this Department, including renewal
notification.
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1.) Select MY ACCOUNT in the top right-hand corner.

ﬁgnu | STATE OF CONNECTICUT
HOME MY ACCOUNT ONLINE SERVICES ~

2.) From there you can select a button or a link to complete the desired update.
Note: If you choose to update your email, you will have to reply to a confirmation email.

E-mail: Pari

[

Change Email

User ID: poras Change User ID

Password: Change Password

Update Your Address

1.) Select ONLINE SERVICES in the top right-hand corner.
2.) Under Account, select Address and General Maintenance.

ﬁgnu | STATE OF CONNECTICUT
HOME  MYACCOUNT | ONLINE SERVICES +

Activities License Lookup & Download Account

Initial Application Lookup a License Account Details

Reinstatement Application Generate Roster(s) Address and General Maintenance
License Maintenance Reporis

Supervision Authorization Public Reports

File a Complaint/Claim

3.) Select Start next to your registration number to access your list of tasks (you will have access to
update both your primary and your mailing address).

4.) Update either address, selecting Next to move through sections.

5.) Your request will not be processed until you complete the form by selecting Finish.

6.) An email will be sent confirming the changes.

Fast Track Renewal PIN vs. User ID

Fast Track Renewal allows you access to pay your renewal by using a PIN rather than a User Id and
Password. This PIN allows access to the online renewal function only and applies to the current
renewal. You will receive a new PIN for each renewal. Instructions can be obtained by using the link
below:

Fast Track Renewal Instructions
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Paying Online Options

Payments may be made using Visa, Mastercard, Discover, or American Express credit cards or via ACH.
ACH is an online payment directly from your checking account using the information on the front of your
check.

WHEN TO APPLY, RENEW, or REINSTATE

Applying, Renewal, and Reinstatement are similar functions. However, each has different requirements
and fees. If you select the wrong function, you may forfeit your application fee and then redo the work.

Quick Guide:

1. [If your credential is Active and you are approaching your expiration date, you must complete a
RENEWAL.

2. If your credential is Lapsed and you have expired 90 days or less, you must complete a
RENEWAL.

3. If your credential is Inactive and you are within three years of your expiration date, you must
REINSTATE.

4. If your credential is Inactive and you are more than three years after your expiration date, you
must REAPPLY.

Each function can be accessed by signing into the DCP’s online website at www.elicense.ct.gov

Apply/Reapply
If you have already created an account and know your User ID and Password, log into
www.elicense.ct.gov.

In the upper right corner, select ONLINE SERVICES then Initial Application OR
In the lower left corner of the screen, select Initial Application, then follow instructions.

&gﬂu ‘ STATE OF CONNECTICUT )

HOME MY ACCOUNT ONLINE SERVICES

Activities License Lookup & Download /
<

Lookup a License
Generate Roster(s)
Public Reports

File a Complaint/Claim

Password

Don't have an account? Register

Forgot Password? Forgot User ID?

maintained by the state of Connecticut, updated instantly and
is considered primary source verification

LICENSE RENEWAL:

« To access your account, enter your User ID and Password
Step-by-Step Instructions

= Firsttime users MUST validate an active email address.

+ DO NOT REGISTER ANEW ACCOUNT TO RENEW.

FAST TRACK RENEWAL:

= Check your renewal notification for availability.

« To access, click the gray Fast Track Renewal tab. Step-by-
Step Instructions.

= Allows access to online renewal only.

= Select the "Register” link and
create a new account. Step-by-
Step Instructions

EILING A COMPLAINT.
» Logging in is optional, but allows
you to save your complaint
« Select the "File a Complaint” link.

QUESTIONS:
» Eorallinguiries _please email the
appropriate agency listed below.

More Online Services

Activities License Lookup & Download

-

File a Complaint/Claim

Lookup a License
Generate Roster(s)
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If you need further assistance, go to www.elicense.ct.gov and look under INITIAL APPLICATION for
“Step-by-Step Instructions”.

Welcome to the State of Connecticut's eLicense Website

VERIFY A LICENSE & ROSTER: INITIAL APPLICATION:
« Select ONLINE SERVICES for a list of available services. « All applicants MUST register if this
NOTE: All data contained within License Lookup is maintained is a first time application
by the state of Connecticut, updated instantly and is « Select the "Register” link and
considered primary source verification. create a new account. Step-by-
LICENSE RENEWAL: Step Instructions

Renewal

Go to www.elicense.ct.gov and follow the “Step-by-Step Instructions” found under the LICENSE
RENEWAL or FAST TRACK RENEWAL headings. If you know your PIN and License Number, you can also
select Fast Track Renewal under Access Your Account.

DO NOT CREATE A NEW ACCOUNT TO RENEW!!

If you are already logged into your account, follow the ONLINE RENEWAL instructions:

i Welcome I Contact Information I Credential Information | Supervision I Online History My Complaint/Claims .

You are Logged on to the State of Connecticut's eLicense Website
ONLINE RENEWAL': To renew your license pe’mit Qor reg stration online, select under "Online Services."

See links below for step-by-step renewal instructions: -/ﬁ
User Id and Password Instructions
Fast Track Renewal Instructions

Reinstatement

Using your User ID and Password, log into www.elicense.ct.gov.
You can access the REINSTATEMENT APPLICATION two ways — either:
1. Select ONLINE SERVICES in the upper right corner of the screen, then select REINSTATEMENT
APPLICATION under Activities in the dropdown OR
2. Select REINSTATEMENT APPLICATION under Activities in the bottom left corner of the screen.

CEgou | svare o connecricur
WOWE WY ACCOUNT

Activities License Lookup & Download Account /

Lookup a License Account Details
Generate Roster(s) Address and General Maintenance
Public Reporls

Print Certificate
File a Complaint/Claim

2. Select the appropriate application and follow instructions. Please note, not all application types are available to be completed online.
Note: All applications must be reviewed and approved by the appropriate agency.

QUESTIONS: For all inquiries, please email the appropriate agency listed below.

More Online Services

Activities License Lookup & Download Account
Inital Appiication Lookup a License Account Details

< Generate Roster(s) Address and General Maintenance
License Maintenance Public Reports

Print Certificate
File a Complaint/Claim

On the Reinstatement screen, select Start next to the credential you want to reinstate.
Note: More than one license may appear if the account is associated with multiple credentials.
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Reinstatement

Please select which credential you wish to work on from the following list

ltem
License
Start PEC.
PROFESSIONAL ENGINEERING FIRM
PROFESSIONAL
DEPARTMENT OF CONSUMER PROTECTION

Complete the application by answering the questions and selecting Next on each of the following
screens. At the end, review answers and select ADD TO INVOICE and proceed to payment. (If you EXIT
the application or select CLOSE AND SAVE, the application won’t be processed. You must MAKE
PAYMENT to complete the application.)

LICENSE STATUS CHANGE

License status changes including Name Changes, Change in Corporate Structure, Changes to
Signing/Sealing Licensees, and Changes in Ownership can be performed online via the LICENSE
MAINTENANCE option. There is no fee for these processes.

Using your User ID and Password, log into www.elicense.ct.gov.
You can access the LICENSE MAINTENANCE two ways — either:
1. Select ONLINE SERVICES in the upper right corner of the screen, then select LICENSE
MAINTENANCE under Activities in the dropdown OR
2. Select LICENSE MAINTENANCE under Activities in the bottom left corner of the screen.

EQDU | STATE OF CONNECTICUT

HOME MY ACCOUNT ONLINE SERVICES » €&————

Activities License Lookup & Download Account

Initial Application Lookup a License Account Details

License Maintenance %— ‘Generate Roster(s) Address and General Mainienance
Print Certificate Public Reports

File a Complaint/Claim

Fast Track Renewal Instructions

APPLICATION FOR A NEW LICEN SE, PERMIT OR REGISTRATION; Online applications are for new applicants ONLY. If you are seeking 1o reinstale or renew, please
contact the appropriate agency below for further information

To apply fer a new license, permit or registration online, please follow the instructions below:
1. From "Online Services". select INITIAL APPLICATION” under "Activities” to begin.

2. Select the lication and follow Please note, not all application types are available to be completed online.
Note: All applications must be reviewed and approved by the appropriate agency.

QUESTIONS: For all inquiries, please email the appropriate agency listed below.

More Online Services

Activities License Lookup & Download Account
Initial Application Lookup a License Account Details
cense Maintenance €——————— Generale Roster(s) Address and General Maintenance

Print Certificate Public Reports
File a Complaint/Claim
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The next screen, License Status Change, shows a list of credentials. Select Start next to the one you
want to make changes to.

License Status Change

Please select which credential you wish o work on from the following list

Item ~
License
Start = LARC.(HS P
LANDSCAPE ARCHITECTURE FIRM D g - 4
PROFESSIONAL fr— " N
DEPARTMENT OF CONSUMER PROTECTION
Sia€<— PEC.0R88 P e
PROFESSIONAL ENGINEERING FIRM O - e 4
PROFESSIONAL | I A

DEPARTMENT OF CONSUMER PROTECTION

If you’ve already started to make changes, select Continue next to the credential you want change.

License Status Change

Please select which credential you wish to work on from the following list
Item [In Progress] ~

Board License
Delete Continue Professional PEC. S
Delete Continue > Professional LARC S
The following screen contains helpful information, including what documents will be needed to process
any changes. It is important that you read everything thoroughly before proceeding.

When you have all the necessary documentation and are ready to proceed, you will be given the choice
to -select one- from the dropdown box in the left-hand corner of the screen.

1. If you have all applicable supporting documentation s:

- - select one -

- select one -

Mamea Change

Change in Corporate Structure
| Changes to Signing/Sealing Licensees
Previoy Changes in Ownership

Name Change

Using your User ID and Password, log into www.elicense.ct.gov.
Select License Maintenance (either via ONLINE SERVICES or at left on bottom of screen).
Select Start or Continue next to the credential needing change.
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After reading and collecting necessary documents, select Name Change from the dropdown menu at the

bottom of the screen.

1. If you have all applicable supporting documentation

Mame Change
| g

*

- select one -
Name Change

Change in Corporate Structure
| Changes to Signing/Sealing Licensees
Previoy Changes in Ownership

Select Next at the bottom of the screen.

1. If you have all applicable supporting documentation

]

[ Name Change

Previous MNext “_——

Complete the following screen as instructed, then select Next at the bottom of the screen.

Professional Legal Entity Revision - Name Change

Fields marked with an asterisk * are required.
2. Enter the new legal name of your organization:

3. Upload a copy of a Certificate of Good Standing from the Connecticut Secretary of the State's Office dated no later than three (3) months prior to this submission that reflects that your organization's new name:

No documens) uploaded for this question.

Select a document to upload:

| Choose File | No file chosen
= File types accepted: bmp, doc, docx, jpeg, jpg, pdf, png, i, Giff, b, xIs, Xisx

Upload Document

4.1s there another name that your organization uses, such as a doing business as (D.B.A.) name?

OYes ONo

If the answer to question #4 was Yes, you will be directed to the Professional Legal Entity Revision —

DBA screen
Professional Legal Entity Revision - DBA

Fields marked with an asterisk * are required.

3. Enter your doing business as (D.B.A.) name here:

Field required

Enter your DBA name, then select Next at the bottom of the screen.
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Answering No to question #4, or completing the DBA screen, both bring you to the Attestation with
Person Completing screen.

Attestation with Person Completing

Fields marked with an asterisk * are required.

14. Provide the name of the person completing this application.
15. Provide the title of the person completing this application.

16. Under penalty of false statement, a class A misdemeanor, | attest that the information provided in this application is the truth to the best of my knowledge.
.
17. Attestation Date @

. /B MMDDIYYYY) Today

Complete the screen as instructed. When you are ready to submit, select Finish in the bottom left
corner of the screen. Your request will not be processed until you do.

Previous | Finish |

Change in Corporate Structure

Using your User ID and Password, log into www.elicense.ct.gov.
Select License Maintenance (either via ONLINE SERVICES or at left on bottom of screen).
Select Start or Continue next to the credential needing change.

After reading and collecting necessary documents, select Change in Corporate Structure from the
dropdown menu, then select Next at the bottom of the screen.

1. If you have all applicable supporting documentatiol

. Change in Corporate Structure ~
- select one -
Mame Change
Change in Corporate Structure
Changes to Signing/Sealing Licensees
Previod Changes in Ownership
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This will bring you to the Professional Legal Entity - Structure Change screen:

Fields marked with an asterisk * are required.

6. What type of organizational structure has your legal entity changed to?

~selectone - v

7. Upload a copy of a Certificate of Good Standing from the Connecticut Secretary of the State’s Office dated no later than three (3) months prior to this submission that reflects that your organization’s new legal structure (i.e. change from a corporation ta an L.LC., PC. to LLLC.,
etc):

No document(s) uploaded for this question.

Select a document to upload:

Choose File | No file chosen

File types accepted: bmp, dot, docx, jpeg, Jpg, pdf, png, U, tf, tt, xis, Xisx

Upload Document

8. Upload a letter detailing the change in corporate structure signed by the firm's Chief Executive Office, President, legal representative, or other such authorized individual
No document(s) uploaded for this question.

Select a document to upload:

Choose File | No file chosen

File types accepted: bmp. doc. docx, jpeg, jpg. pdf, png, ti, if, ixt, xis, Xisx

Upload Document

To answer Question #6, from the dropdown box, select the organization structure that your legal entity
is changing to.

6. What type of organizational structure has your legal entity changed to?

o~ - select one - w

- select one -

Corperation (Inc)
7. Upload Limited Liability Company (LLC)

nding from the Connecticut Se
Professional Corporation (PC)

etc.):

Complete the rest of the screen as instructed, then select Next at the bottom of the screen.

Complete the next screen, Attestation with Person Completing, as instructed. When you are ready to
submit, select Finish in the bottom left corner of the screen. Your request will not be processed until
you do.

Changes to Signing/Sealing Licensees

Using your User ID and Password, log into www.elicense.ct.gov.
Select License Maintenance (either via ONLINE SERVICES or at left on bottom of screen).
Select Start or Continue next to the credential needing change.

After reading and collecting necessary documents, select Changes to Signing/Sealing Licensees from the
dropdown menu, then select Next at the bottom of the screen.

1. If you have all applicable supporting documentatio

. | Changes to Signing/Sealing Licensees v |

- select one -
Mame Change
Change in Corporate Structure

Changes to Signing/Sealing Licensees
Previou Changes in Ownership
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On the Add/Remove Licenses — Revision screen, you are asked to -select one- from a dropdown menu:

s

Add/Remove Licensees - Revision

Fields marked with an asterisk * are required.

9. Are you adding new licensees for signing/sealing, removing licensees for signing/sealing or both?

~ - select one - w

- select one -
Adding Licensees
Both

Removing Licensees

Adding Licensees or Both

Choosing Adding Licensees or Both and selecting Next at the bottom of the screen, brings you to the
Add New Signing/Sealing screen. Select Add/Edit.

Add New Signing/Sealing s i

Fields marked with an asterisk * are required.

10. Select the Licensed | /i 4 /4 s that you wish to add. Do so by clicking the ‘Add/Edit button and then moving individuals from the left side of the list to the right:

1. For each licensee that you add, you must upload a completed and signed Li i igni i ional Firm Form. A copy of the form can be accessed here: Licensee ible for Signii ing for a ional Firm Form.

I you are adding more than one licensee, you may upload multiple forms as individual fles, or one file with multiple pages.

No document(s) uploaded for this question

Select a document to upload:

Choose File | No file chosen

File types accepted: bmp, doc, docx, Jpeg, jpg, pdf, png, Tif, i, i, xis, Xisx

Upload Document

This will open a roster of Available licensees. Highlight those you wish to add, and select 2, moving
them to the Selected roster. To deselect, hightlight the name you wish to remove from the Selected

roster, and select <. When finished, select OK.

Fields marked with an asterisk * are required.

10. Select the Licensed . = . that you wish to add. Do so by clicking the 'Add/Edit" button and then moving in

Move Items from one List to the other

Available Selected

ALTER, G B " ALLEN, [ e ] - 4]

1 ALZATE, S - AMODES ool s e b it o 468) ‘
" |ANDERSE . JF B S

ANDUELIC S sillh it had | | > | -
LT ANDRONTREE SRR i 000759) I I >

ANGELL, 01608 )

APPLETOR - il 254 ) E|‘i

ARIGON], - a5 )

ASHEALIGE SsSiiisin M08 4000721 )

AVENI, JC =0 i - -
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Complete the rest of the screen as instructed, then select Next at the bottom of the screen.

If the selection was Adding Licensees, you will be brought to the Attestation with Person Completing
screen.

If the selection was Both, the next screen will allow you to remove licensees. Highlight the licensees you

wish to remove from the Available roster and select the >, moving them to the Selected roster. To

deselect, highlight the name you wish to remove from the Selected roster, and select the <. When
finished, select OK.
Remove Existing Signing/Sealing | S s 5

Fields marked with an asterisk * are required.

12. Select the Licensed b =0 s = . that you wish to remove. Do so by clicking the "Add/Edit"

Move ltems from one List to the other 0

Available Selected

N

Select Next at the bottom of the screen to be brought to the Attestation with Person Completing
screen. Complete it as instructed. When you are ready to submit, select Finish in the bottom left corner
of the screen. Your request will not be processed until you do.

Removing Licensees

Choosing Removing Licensees and selecting Next at the bottom of the screen, brings you to Remove
Existing Signing/Sealing screen. Select Add/Edit. Highlight the licensees you wish to remove from the

Available roster and select the >, moving them to the Selected roster. To deselect, hightlight the name

you wish to remove from the Selected roster, and select the <. When finished, select OK.
Remove Existing Signing/Sealing | s s s

Fields marked with an asterisk * are required.

12. Select the Licensed b oo i = i that you wish to remove. Do so by clicking the 'Add/Edit’

Move ltems from one List to the other 9
x

Available Selected

<

Select Next at the bottom of the screen to be brought to the Attestation with Person Completing
screen. Complete it as instructed. When you are ready to submit, select Finish in the bottom left corner
of the screen. Your request will not be processed until you do.
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Changes in Ownership

Using your User ID and Password, log into www.elicense.ct.gov.
Select License Maintenance (either via ONLINE SERVICES or at left on bottom of screen).
Select Start or Continue next to the credential needing change.

After reading and collecting necessary documents, select Changes in Ownership from the dropdown
menu, then select Next at the bottom of the screen.

1. If you have all applicable supporting documentation

. | Changes in Ownership v
- select one -

Mame Change

Change in Corporate Structure
Changes to Signing/Sealing Licensees
MR Changes in Ownership

Complete the next screen, Professional Legal Entity Revision — Owners, as instructed.

Fields marked with an asterisk * are required.

13. Upload a complete list of the ownership of your firm. Include the following:
« Owner's full name
+ Percentage of Ownership
« License Number
« Address
« Telephone Number
« Email Address

Mo document(s) uploaded for this question.

Select a document to upload:

| Choose File | No file chosen
* File types accepted: bmp, doc, docx, jpeqg. jpg, pdf, png, tif, tiff, xt, xis, xlsx
| Upload Document |

Select Next at the bottom of the screen to be brought to the Attestation with Person Completing
screen. Complete it as instructed. When you are ready to submit, select Finish in the bottom left corner
of the screen. Your request will not be processed until you do.
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