
Licensing Portal 

How to Renew an Individual 487 License 

1. Paper renewal notices will no longer be mailed. All renewal notices will now be sent

electronically to the email address on file.

2. You can find the renewal record by searching under the ‘Cases’ on the home page of

the licensing portal, or by selecting the ‘Licenses’ tab at the top.

3. If the license is within the renewal period, the status will display as “Renewal

Window Open”.

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

arrow.



5. If a case is not within the renewal window, you can view the case details to 

determine how many days remain until renewal. 

 

6. For renewals that allow you to choose between an exam or CEUs, the ‘Fulfillment 

Type’ option will be displayed. 

7. Click on the dropdown arrow 

8. Select “Set Fulfillment Type” 

 

 

 

 

 

 

 



9. Select one of the renewal options from the dropdown. 

10. Click “Submit” 

 

11. After selecting your fulfillment types, you will see the selection shown under the 

‘Renewal Status’. 

 

12. A file upload will be available at the bottom of the renewal page to upload CEU or 

Reciprocal documentation. 

13. After uploading check the attestation box 

14. Click “Next” 

 



 

 

15. If the ‘Licensee Information’ does not require updates, and no ‘APAs’ need to be 

updated or added, please click “Submit” at the bottom to proceed. 

16. A confirmation message will appear stating “Application Submitted,” along with 

additional invoice details got payment. 

 

17. Once the application is submitted, you will receive an email notification stating 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” section. 

 



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

 

19. After completing your payment, you will be redirected to a confirmation screen in 

the portal. 
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