
Licensing Portal 

How to Renew an Individual 487 License: 

 

• Paper renewal no�ces will no longer be mailed. All renewal no�ces will now be sent 
electronically to the email address on file. 

 

 

• You can find the renewal record by searching under the ‘Cases’ on the home page of the 
licensing portal, or by selec�ng the ‘Licenses’ tab at the top. 

 

 



 

• If the license is within the renewal period, the status will display as “Renewal Window Open”. 
 

• To proceed with the renewal process, choose “View Case” from the dropdown arrow.  
 

 

 

• If a case is not within the renewal window, you can view the case details to determine how many 
days remain un�l renewal.  
 

 

 

• For renewals that allow you to choose between an exam or CEUs, the ‘Fulfillment Type’ op�on 
will be displayed.  
 
- Click on the dropdown arrow 

 
- Select “Set Fulfillment Type”   

 



  

 

 

• Select one of the renewal op�ons from the dropdown.  
 
- Click “Submit” 

 

 

 

• A�er selec�ng your fulfillment types, you will see the selec�on shown under the ‘Renewal 
Status’.  

 



 

 

• A file upload will be available at the botom of the renewal page to upload CEU or Reciprocal 
documenta�on.  
 
- A�er uploading check the atesta�on box 

 

- Click “Next” 

 

 

 



 

 

• If the ‘Licensee Informa�on’ does not require updates, and no ‘APAs’ need to be updated or 
added, please click “Submit” at the botom to proceed.  

 

• A confirma�on message will appear sta�ng “Applica�on Submited,” along with addi�onal 
invoice details got payment.  

 

 

• Once the applica�on is submited, you will receive an email no�fica�on sta�ng that your invoice 
is ready to pay. You can either click the link in the email to access your invoice or log into the 
portal and navigate to the “Invoices” sec�on. 

 

  



• Click “Pay Now” to proceed and complete your payment using the payment system. 

 

 

• A�er comple�ng your payment, you will be redirected to a confirma�on screen in the portal. 
 

 


