RenewingacClassHolder 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.

@ aboutblank

TJ Delete = Archive () Report ~  $~ Reply % Replyall ?Forward ~ @ Zoom £ Read /Unread  {J Categorize ~ [ Flag/Unflag ~ & J

Arkansas Licensing and Permitting JAccount Email Updated

noreply@inpweb.com

N =
Te: Samantha Martinez (ADLL) 16/2025 10:36 AM

This is just an information email it doesn’t

The email associated with your Arkansas Licensing and Permitting account

require action.

To access your account, please visit

For assistance with your account, please visit RLP Support.

CONFIDENTIALITY NOTICE: This email and any attachments are confidential. If you hal eived
copy: distribute. or open any attachments. Please delete this copy from your systern immediately. Thi Th|s ||n k W| ” br| ng yo u to the hvac e I p |og |n

Reply > Forwerd screen

@® about:blank

T Delete T Archive () Report ~ %~ Reply & Replyall > Forward ~ @& Zoom ) Read /Unread () Categorize ~ [ Flag/Unflag ~ & y

Licenses and Permiff - Account Activation

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.

ly@Inpweb.com
M) rnoreply@inpweb.com

To: Samantha Martinez (ADLL)

@ Some content in this message has been blocked because tl

Thank you for creating an Arkansas Licenses and P

LINK WILL BE HERE

" This is where you will find the

CONFIDENTIALITY NOTICE: This email and any attachments are confidential. If you have received this email in error, and yor . . . . .
copy, distribute, or open any attachments. Please delete this copy from your system immediately. This is a system-generated| ||n k, |t Wi ” eXp irein 24 hO urs.

. Reply * Forward

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

P Arkansas.gov

Account Password
Password Requirements —

Password must have a minimum of 14 and a maximum of 20 characters

Password must not equal username

a minimum of 1 number

cial character

include & minimum
uppercase letter

ercase letter

There is no preview password
option. Coofi asamord iy The password is space

sensitive if you are copying
[ create Account | and pasting be careful not
to have a blank space at the
end.
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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.

'H, Arkansas.gov

e Your username and password are case
and space sensitive.

This will let you know as the user you are in the
licensee profile. If you see the word business in this

E:"Arkansas.guv
) field that is not the correct profile for renewals.
Home Submissions Certificate/License/Permit Affiliations Invoices Shopping Cart (0)
— \ \
Licenses main Where you can b e T e e e
Location
home page, locate drafts, if of your Location of If you\have Locati\on
providing links you have started . your been fined
nd information ieati license. i to pay for
a | an application or business and | by the more
about the : ;
| where you can find registrants board. than one
porta | everything that :
: license
was submitted to
your account.

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)

Under certificate/license/Permit you will
see your license and the RENEW NOW in
red. To the left notice Wiigg@gdtrols. The 2
License View: ndiidusd | arrows making an oval is the renewal button

I Arkansas.gov

Home Submissions ‘ Certificate/License/Permit Affiliations Involces Shopping Cart (0)

Certificate/License/Permit

Select Agency
ADLL - Heating. Ventilation. Air Conditioning and Refrigeration Licensing Board

Showing 1-10f 1 Entries Show |10 @

- - - - Expiration
Liconse Type & License Number & Application Type 5 Status & Start Date Data® Caontrols
ate

Download available licenses

View your submissions overview.
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Submissions

Welcome to your Submissions page. You can view your personal draft, pending, approved, rejected, and denied submissions here. Use the options available in the Controls column to take further action. Rejected submissions may include an
explanation accessed by clicking a View Reason link, When a submission s rejected, a naw draft is created for you to make a resubmission.

You may also view the submissions that have been sent to you for payment by a subordinate user by selecting the Payment Request tab. Using the selection boxes on the left, you may choose one or more submission and either send them to
your Shopping Cart for payment, or Deny them to send the payment request back to the user.

Dates and times in ELP are generated in UTC but displayed on your computer in your local timezone.
Select Agency
ADLL -Heating, Ventilation, Air Conditioning and Refrigeration Licensing Board °

My Submissions Payment Requests (0)

An application to renew has been started. Click on

HVACR Contractor

HVACR Contractor the arrow to continue

Dratt (6 days old)

ADLL - Heating, Ventilation, Air Conditioning and Refrigeration Licensing Board it I e v i s i e i

[1] 2 3 4 5 6

Information Collection Questions & Fees Document Upload Affiliations Information Summary Electronic Signature

0 of 8 Information Collection

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)

Confirmation — receipt. Your request will be sent to ADLL for approval of
application. You will receive an email when the office approves it.




Part 1: of the Application

Personal Information
First Hame

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

=3 / S

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.
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Part 2: of the application

o g i 5 s 7 8

Information Collection Questions & Fees nent d tiliati forma

e of 8 Questions & Fees

HVACR Contractor License Renewal Application

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

required field page similar to page one.

Questions

Farm Numbse
R-HVACR

Application Fee
Application Fee Name s Application Fee
Application Fee

500
Application Fee Total
§0.00

iconse/Permit Foe

All fees including late

The drop down will provide the
fee pre — portal

class and price of license.

charge will appear

R X
here. Click save and

$200.00

continue.
=x ) ) I

Part 3: of the application

o 12} ©
Information Collection Questions & Fee Document Upload

© o1 5 Document Upload

HVACR Contractor License Renewal Application

Instructions Ly

Document Upload

fiec This image is after a document is uploaded. Prior

File size and type Limitations per attachment: 50 MB for txt,csv,png.Ipg. Jpeg.pdt,doc xis,docx xlsx

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)

proof of CEU Co

Affidait D

=a
Insurance — General liability $250,000 minimum

Proof of Insurance

Insurance Document dsgurred
4

wovnmcspn <X Click save and continue

Document Notes. @

m Save and Exit ‘Save and Continue

ADLL -Hating, Ventilation, Air Genditioning and Refrigeration Licensing Baard
(50)) 682-9201

B
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Information Collection Questions & Fees. Information Summary Electronic Signature Canfirmation

© o7 Affitiations

HVACR Contractor License Renewal Application

HVACR Centractor License Renewal 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)

Affiliation Search and Selection - Organization - Required

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

Pleasa use the button below to add your affiliationisl. Once yéu have added all of your atfiliations below, click Save a
Registrants use class holder license.

No Affiliations

Add Affiliation

Add Affiliation - Organization - Required

Please use the below search field to find the license or account to whom you wish to affiliate.

Category

Enter the number

Search and see your business
below
Select the business




e - T et — it T St T . — WTSE 1T T S e TS e

After you select click the add selected button

B I L e eI

You will see the business has been added and
el et you will click save and continue.

nformation Summary
M yosscan revir the formation esterd in e B2 man. - Sebect EAH 10 ke updanes o chariges 15 the ifcrmason satered 1 wvee i ook Bo0d. efect The B<T0n Bution Beiom 1000t wih 1 subrmission of your sopicamssn.
Application informatian

Agmcy: ADLL-bingeig. Varilason. A Coraftioring and Rafrigeeason Licariimng foard

Form Hurnber

Livaren Tye:

Application Type Originel (Cra)
Application Tire:i

Once you have

reviewed the
information click
confirm.

. b Ty e
B

et e 475

g k. 1T 4 e 8 THE

Tereeves arriin by Selived-Shrnn Py ofis-aeer Feis oS L fespraarres Firirrrere Wy e S iy s aiuiivte P -y aiaies pes « 0 sy epriiert e 1 - i P e
e




] 2] o o T ®

Information Collaction Quastions & Faes Information Summary Electronic Signature Paymant Confirmation
© o & Etectronic Signature

HVACR Contractor License Renewal Application lick that you attest

HWACR Cantractor License Renewal Application

nter the name of the person filling out the
application

Electronic Signature

t that the infarmation o this form is correct and accurate to the bst of my knowledgs fire of this application acknowledges it is my responsibility to icensees go dir‘ect to pay

Licensing advise of my current address, phane, and employer
Reauired

Please enter your name in the field below Reguired

My Payment Options

Choose your payment option Affiliation options.

1t you waulkd liko 1o pay tha fees ass 11 you would like ta send a paymant request for the faes associated with this form, ploase seloct the applicabla party
trom the drop down list below and select the Send Payment Request button,

Superior

=T

(oee ) N

ADLL-Heating. Vantilation, Air Condiioning and Refrigeration Licensing Board

E&5veay
Transaction Sunamnary

Transaction Detail ClmAfuisind - F2000
Convenience Fee 703

sk Description : $207.03
Renewal

TREFEESEAVICEFEE

Comverience Fes  §703

Pay now through Arkansas.gov $207.03

Be sure to include the

billing address and zip

code that the card is
2 mailed to.




Second part — of part 7.

The receipt is emailed to
the email address you
provide. Our section cannot
provide receipts as thisis a
feature done through the
GovPay portal.

Part 8 - Confirmation

Sy

Payment Receipt Confirmation

Transaction Summary

Pam— A

[:] o 2] L]

Informatien Collection

© o1 5 confirmation

HVACR Contractor License Renewal Application

Instructions

Confirmation

DLL - Heating, Ventilation, Air Conditioning and Refrigeration Licensing Board
ype: HVACR Contractor

ation Type: Renewal

R Contractor License Renewal Application

Transaction Date; 04/16/2025 11:17 AM
P o

ayment Type: CC

Payment Method -

Application Fee
Class A (Unlimited)
Convenience Fee:

Final Price:

Print Receipt

pg.- 9

Information Summary Electronic Signature Payme Confirmation

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.

$0.00

$200.00

§7.03

$207.03




