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Renewing a Class Holder License. (A,B,D & E) 

From the activation email (if you do not have a username the agency can provide it.) If you have already activated your profile 
go to page 2.  

Once you click the link you will open the page to a set up password/create account. 

 

This link will bring you to the hvac elp log in 

screen 

There is no preview password 

option. 

This is just an information email it doesn’t 

require action. 

This is the activation link that will provide you with a link to activate 

your specific account. They are all unique and cannot be used to 

activate multiple accounts. Each link is attached to its own username. 

This is where you will find the 

link, it will expire in 24 hours.  

The password is space 

sensitive if you are copying 

and pasting be careful not 

to have a blank space at the 

end. 

LINK WILL BE HERE 
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The log in screen will appear. It may take up to a minute before you can log in to recognize you.  

                                                                   

  

 

IF YOU HAVE NOT STARTED AN APPLICATION – ALL LICENSES ARE ELIGIBLE FOR RENEWAL ON THE 

FIRST DAY OF THE MONTH THEY EXPIRE. YOU CANNOT RENEW PRIOR TO 30 days. (if you start your 

application, see top of page three to see where to pick up the draft) 

 

 

This will let you know as the user you are in the 

licensee profile. If you see the word business in this 

field that is not the correct profile for renewals.  

If you have 

been fined 

by the 

board. 

Location 

to pay for 

more 

than one 

license  

Licenses main 

home page, 

providing links 

and information 

about the 

portal 

Where you can 

locate drafts, if 

you have started 

an application or 

where you can find 

everything that 

was submitted to 

your account.  

Location 

of your 

license. 

Location of 

your 

business and 

registrants 

Under certificate/license/Permit you will 

see your license and the RENEW NOW in 

red. To the left notice the controls. The 2 

arrows making an oval is the renewal button 

Download available licenses 

View your submissions overview. 

• Your username and password are case 

and space sensitive. 
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If you have started an application and got stuck – proceed to the submissions tab  

 

Once you get into the application there are 8 parts. 

 

 

 

 

 

 

 

 

 

 

An application to renew has been started. Click on 

the arrow to continue 

At the top of the application, you will see pages involved for a renewal.  

1.) Collect licensee information 

2.) Questions and what type of license for the cost 

3.) Upload documents (registrants do not have documents to upload) 

4.) Affiliations (class holders will use the business license number, registrants will use 

the class holders license number) 

5.) Review all the information you entered.  

6.) Sign as the licensee – if you sign any other name that will be the name that 

appears on the license.  

7.) Select pay for licensee (registrants only must select other payment option. 

Registrants who have not sent a payment request to the class holder will be 

denied and will be refunded. They will need to reapply) 

8.) Confirmation – receipt. Your request will be sent to ADLL for approval of 

application. You will receive an email when the office approves it.  
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Part 1: of the Application 

 

 

 

 

 

 

 

If you do not select this on the license page, all 

required fields will appear for you to fill in.  

Click save and continue after 

entering the DOB and SSN 

If you need to stop, you can click save and exit and it will save your spot. 

Your application will than go to your submissions tab for you to pick up 

later. 



 pg. 5 

Part 2: of the application 

 

Part 3: of the application 

 

 

 

 

 

 

 

 

 

You must click yes or no, if yes it will open a 

required field page similar to page one.  

The drop down will provide the 

class and price of license. 

All fees including late 

fee pre – portal 

charge will appear 

here. Click save and 

continue.  

This image is after a document is uploaded. Prior 

to this screen there will be a blue button that 

says upload and there will be a save.  

CEUs - earned in the last 12 months – (8 hours 

per code cycle/minimum 4 hours) 

Insurance – General liability $250,000 minimum  

Click save and continue 
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Part 4: of the application 

 

 

Below the field here there will be a blue button that 

says add affiliations click it and a box will appear. It 

will allow you to search by name, license number or 

address. (if you don’t know your business license 

number you can email ADLL.HVAC@arkansas.gov) 

Class holder (A,B,D & E) use business license 

Registrants use class holder license.  

• Enter the number 

• Search and see your business 

below 

• Select the business 

 

Licenses number search 
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Part 5 – is an overview of everything you entered click confirm. 

 

 

After you select click the add selected button 

Once you have 

reviewed the 

information click 

confirm. 

You will see the business has been added and 

you will click save and continue. 
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Part 6: of the application 

 

Part 7: The cart 

 

  

Total 

with 

portal 

fee 

Click that you attest  

Enter the name of the person filling out the 

application 

Licensees go direct to pay 

 

Be sure to include the 

billing address and zip 

code that the card is 

mailed to.  
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Part 8 - Confirmation 

 

 

 

 

 

 

Second part – of part 7. 

The receipt is emailed to 

the email address you 

provide. Our section cannot 

provide receipts as this is a 

feature done through the 

GovPay portal.  

 

This is confirmation of payment, 

and the application has been sent 

to the department for review.  

Licenses are not issued until they 

have been approved internally by 

staff. 


