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eLicense First time Users Log In Instructions 
To complete an Initial Application 

1. An email will be received that will look like below.  
2. To obtain a password you will need to click on the Password Recovery link  
Note: If you were sent a password directly, Click HERE to go to First-time log in Issues 
Instructions. 

 
3. Enter your Online UserID into the box. 
4. Then click Next. 

 
You will see the below screen: 
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5. You will receive an email that will look similar to below. If you do not see it in your inbox, please 

check any spam/junk mailboxes. This email box uses dark mode – the background will be white. 

 
 

6. Once you open the email, Click on the Click Here link.  

 
 

7. Enter your password twice. Once in the first box following the password requirements then again 
in the second box.  

8. Once the page displays the green “Password meets complexity requirements” then Click the 
Finish button. 
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The below page will display. Click on the Return to Main Page to log in with your username and password.  

 
***You have successfully obtained a Password*** 

 
 

 
 
 

First Time Log in Issues – How to resolve 
(You will only be required to complete these instructions once for each license.)  

1. You must verify the email address by clicking on the Generate E-mail button. This will send an 
email to the account associated. 
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2. You will receive an email that will look like this in your email box. 

  
When you open the email, click on the “Click here” link to continue to the online renewal page. If 
you do not see an email similar to the above, please check any junk mailbox folders. 

 
3. You will be taken back to your account. Your email address has been verified.  
4. If your account still shows an issue, Click the Change Password link.  
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5. Enter your current password in the first box.  
6. Enter your new password in the second box.  

Note: A popup will display to Password Requirements. 
7. Enter your new password again in the third box. 
8. Click the Save button. 

 

 
You will see this screen: 

 
 
 
 
 

***You have successfully resolved all account issues*** 

 


