
 

HVAC/R Contractor Application 
How to apply for a Class (A, B, D or E) holder license (when your profile did not migrate into ELP) 

 

 *If you have held an HVAC/R license prior to April 1, 2025, and have not received an email with your username please 

check with our office first to verify if you have an existing profile. Every class holder has a license profile and a business profile. 

We can provide you with a username for the profiles you have in ELP.  

FAQs: 

• USERNAMES CAN NEVER BE CHANGED WE DO NOT RECOMMEND USING AN EMAIL ADDRESS.  

• YOU MAY HAVE THE SAME PASSWORD FOR MULTIPLE PROFILES.  

• IF YOU HAVE AN ELECTRICAL PROFILE, IT WILL NOT INCLUDE YOUR HVAC/R PROFILE.  

• YOU MUST HAVE YOUR INSURANCE (General Liability) AND CEUS (8 HOURS PER CODE CYCLE) AT THE TIME OF 

APPLICATION – YOU WILL BE UNABLE TO COMPLETE THE APPLICATION WITHOUT THESE REQUIRED DOCUMENTS 

• LICENSE NUMBERS WILL NOT CHANGE FOR EXISTING LICENSEES, UPON REVIEW STAFF WILL UPDATE AND ADD 

YOUR EXISTING LICENSE NUMBER AND UPDATE ORIGINAL ISSUE DATE AS WELL EXPIRATION.  

Visit Labor.arkansas.gov 

Step 1: Scroll down a bit to see the labor box click on the box 

 

 

 



Step 2: The next series of boxes will appear click on the code enforcement box 

 

Step 3: The next series of boxes will appear click on the HVAC/R box 

 

 

 

 

 

 

 

 

 



Step 4: From the HVAC/R Page scroll down to Applications 

 

Step 5: Select HVAC/R Contractor Application 

 

 

 

 

 

 

• If you are a new applicant for a contractor license you must 

complete the HVACR Organization Registration prior to 

proceeding with this application! 



Step 6: You will see the existing account log in page, select create account 

Step 7: Be sure you have selected personal profile 

Create a username suggested format: First name underscore Last name 

underscore and a random number of your choice.  

EX: Joseph_Smith_8675309 

Please remember, if you have a profile, you do not need 

to create a new one. 

 This application is for NEW applicants who did not get 

migrated or have never held a class holder license with 

the HVAC/R Board. 

Not RECOMMENDED USERNAMES CAN NOT CHANGE 

Fill in all required fields
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Step 8: Go to your email and see the account activation email 

Step 9: Set up a password, click create account 

LINK

Passwords are case and space sensitive. 



Step 10: Answer a few quick pre- questions so the application will have pre-filled information. Click continue to get to the 

application. 

ALL REQUIRED 

FIELDS MUST 

BE FILLED IN. 

THIS BOX WILL APPEAR AT THE TOP OF THE PAGE WHEN 

YOU CLICK CONTINUE GIVE IT A MOMENT TO DISAPPEAR. 

ONCE IT DOES THE APPLICATION WILL OPEN! 



THE APPLICATION FOR A NEW LICENSE                                                                                                                                                         

*AGAIN THIS IS FOR INDIVIDUALS WHO HAVE A LICENSE WHOSE ACCOUNT WAS NOT MIGRATED INTO ELP PRIOR TO 

APRIL 1, 2025.* 

 

ALL REQUIRED FIELDS 

MUST BE FILLED IN TO 



 

Part 2 OF THE APPLICATION 

 

IF YOU CLICK SAME AS MAILING ALL INFORMATION WILL 

POPULATE FOR YOU. 

It will ask what type of license you have and name of your 

business. 

Select your license type from the drop-down 

 

CLICK SAVE AND CONTINUE AFTER 

YOU ENTER YOUR DOB AND SSN. 



 You must select yes as current class holder to have the option to upload documents. 

 

This is for your CEUS earned in the last 12 months you must 

have 8 hours per code cycle.  

Next is for your insurance documents you must have valid 

general liability.  

Any area that you select YES to requires documentation. 



 

 

 

 

FILL IN ALL REQUIRED FIELDS 

AND CLICK SAVE & FINISH 

THIS WILL BE THE SCREEN AFTER YOU CLICK SAVE & FINISH 

SELECT FROM DROP-DOWN THE COST OF THE 

LICENSE. CLICK SAVE AND CONTINUE. 



PART 3 WILL NOT OPEN. PART 4: IS AFFILIATION – This is your business. Click add affiliation 

 

    This box will open, and you can search by name, number or address. If you are unable to locate your affiliation, please  

     contact the main department.  

 

After you locate your business, you will add the selected item and click save & continue. 

 

 

 



PART 5: SUMMARY REVIEW – THIS GIVES YOU A CHANCE TO DOUBLE CHECK EVERYTHING. 

 

 

 

 

 



Cont: SUMMARY REVIEW. At the end of the review click confirm 

 

PART 6: THE ELECTRONIC SIGNATURE – Click you attest everything is correct and type your name. Click pay by card or e-check. 

 

You will then proceed to the payment process, once you have paid and the bank clears your transaction the application will be 

sent to the department for review. Be advised, it may take up to 72 hours to process applications and during peak seasons we 

anticipate no more than 5 days.  

 

 

 

 




