The Arkansas Department of Labor & Licensing - HVAC/R Section
How to Activate and Renew an existing Registrant Card in ELP

Did you have a registrant card prior to April 1, 2025?
Did you receive an email from Noreply@Inpweb.com containing your username?
Is it time to renew your registrant card?

If you answered Ye€S, to any of these, this is the application for you!

PLEASE CHECK WITH YOUR EMPLOYER TO SEE IF THEY HAVE YOUR USERNAME, PRIOR TO CONTACTING OUR OFFICE AT
ADLL.HVAC@ARKANAS.GOV. WE ARE MORE THAN GLAD TO PROVIDE YOU WITH A RESPONSE IF YOU PROVIDE YOUR NAME
AS IT APPEARS ON YOUR LICENSE, HVAC LICENSE NUMBER OR DATE OF BIRTH.

Email is best as the whole HVAC staff monitors the email box and can provide a response within 24 hours.

The following type of email may be one you have received, anytime there is an update, document upload, correction of
your expiration date, you will be informed by the email that is on the account.
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This is just an information email it doesn’t require action.

(i —_— S link that appears here will bring you to the hvac ELP

log in screen

CONFIDENTIALITY NOTICE: 7 el and o t
Py distnbute. or apen any attachment oly. This is a system-generated emoil. Please do not reply.

You will only activate an account 1 time. Your account is the account you will have, there is no way to change your username,
we recommend not making your username the same as your email!!

The following step-by-step guide, including screenshots and will show you how to activate an existing account. This means if
you held a registrant card prior to April 1, 2025. You should only have 1 registrant number, if you switch employers your
previous employer must deactivate you before you go to another.

Whether we send you the activation link or your employer uses the guide we sent them to send activation links, the following
is what you will see.
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You will receive an email from noreply@Inpweb.com. It will be titled Account Activation

tedste Archive nRepofi S\ Reply =y KEPTY all —~ Forwarg =, -Zoom ~) ®ead / Unreac Lalegornze — Flag / Unilag =

This is the activation link email 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 can only be used 1 time per username.

r account provides 3 cross-organization profile that serves as a single point of interaction with mudtiple ficensing and gl  The link will expire in 24 hours.
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Once you click the link, a page will open to allow you to set up your password
and create an account. (temporary passwords will not work)

NOTE: THE PASSWORD MUST BE AT LEAST 14 CHARACTERS LONG BUT NO LONGER THAN 20.

Contain at least 1 capital letter

Contain at least 1 lowercase letter

Contain at least 1 number

Contain at least 1 Special character.

CANNOT be the same as your username or email!

EX: H2VOA2C5TestSDemo This is 17 characters

THIS IS WHAT THE PAGE WILL LOOK LIKE BELOW.

D Arkansasgov The password is space sensitive if you
are coping and pasting be careful not to
have a blank space at the end.
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There is no preview password option we highly recommend using a
blank excel sheet to type your password and save it.
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ONCE YOU HAVE ENTERED THE PASSWORD and CONFIRMED IT CLICK CREATE ACCOUNT.
Another page will open asking for name information on a brand-new accounts.
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The login screen will appear. It may take up to a minute before you can login
to have the system recognize your username and password.

We highly recommend closing this page immediately after you set the
password and log backinto ARKANSAS.LNPWEB.COM, and click login and
enter your username and password. (see images below)

THE LOGIN PAGE ARKANSAS.LNPWEB.COM home page

AR Arkansas.gov

Enterprise Licensingfand Permitting

If you get an error message that says the username or password does
not exist.

We recommend you clear both fields and type the information in.

REMEMBER the fields are case and space sensitive and if you copy
and paste you can create a spaces.

If you lock the account, there is no administrator who can unlock it!
The account will be locked for 30 minutes.

If you have successfully logged into your account, you will see the
dashboard. As seen below.
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To renew your Registrant Card you will proceed by clicking on the
certificate/license/permit tab.

Scroll down to the bottom right-hand corner under controls and you
will see the renewal Icon. If you are using a cellphone, you will
need to turn it on it’s side to scroll over to the icon.

I Arkansas.gov

License View [ Individual

Shopping Cart (0)

Certificate/License/Permit

hgtrols

ation
Number $ Application Type $ Status S Start Date »
es

After you click the control Icon you will enter the renewal application. See the next page

NOTE: Renewals are specific to the license. You will not be able to click the renewal button as a class

holder and start a registrant renewal from your class license. Same goes for registrants will not be
able to click their renewal and start a contractor application.
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Section 1 - Information Collection - This section is all about the applicant there are only 6 step on

this page that you should need to do to get to SECTION 2. Unless you need to change your address.
(%)

1. Re-enter your email address (copy and paste will

/ not work) This can be the employers email if you
o I I tol I " it

you will need it if you ever need to deactivate

them from your business. I

2. Enter your County.

—

3. Click the button to make the addresses the same. Unless
they are different.

4. Enter the date of birth

e, — 5. Enter the social security L W
number.
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SECTION 2. Questions and Fees — This is also where you may upload documents if required, there
are 13 steps to complete to get to section 4. Unless you answer yes and must provide documentation.

E:-?

ADLL - Heating, AirC and Refrig Licensing Board

o o
O Q

Questions & Feas

o of 8 Questions & Fees

HVACR Registrant Application

Inatructicns +

1. Enter the company you are working for.

2. Enteryour Class holders first and last name

3. Enter the class holders license number

4. Question — about military status

5. Question —about'if youare a felon

6-10. Question — about act 725 — that do not apply to
O registrants because registrants are not allowed to pay
o ‘/“forv their licensed registered card, and this is a renew
or application therefore the Act only applied to individuals
who.never had a registrant card prior.
0

11. Enter the employer’s street address be sure not to hit the

e add button after as it will open another__

street address for the employer.

T After you have entered all required fields go to the next section #12.

12. Here you will enter the mailing address of the
employer, it could be the same as the physical.

= Be sure to avoid the add button unless there are more than 1
physical address for the business.

NOTE: BY Clicking yes, you will not have to type in the
mailing address.


slmartinez
Text Box
6


Part 2 - continues the next page.

13. Click save and
continue.

THE APPLICATION WAS BUILT WITH REQUIRED FORMS IN SECTION 2;
THEREFORE, THIS APPLICATION WILL SKIP SECTION 3 THE DOCUMENT
UPLOAD PAGE AND GO DIRECTLY TO THE 4™ SECTION AFFILIATIONS.

Affiliations is the process used in this program (ELP) to tie businesses and people
together.

Registrants will affiliate to their class holders

Class holders will affiliate to their Businesses

Registrants NEVER AFFILIATE TO THE BUSINESS!!!

Section 4 images are included on the next 2 pages.
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ADLL - Heating, Ventilation, Air Conditioning and Refrigeration Licensing Board

Information Collecton Questions & Fees Afthatons Indormanon Summary
© o5 Atfliations

HVACR Registrant Application

Plowse iz the bunion balem £0 283 yout affisountt) Once rou hare sdiied af 6f yout allistions beiom, séck Saem wed Contitum.

Ucense Number ¢ Comtituemt Nune T

1. Bottom leftclick add
affiliations
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2. Using the drop-down option
under category select license
number.

See the next image
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Add Afflistion - HVACR Contractor - Required

|A,.no‘llu-< u|
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Add Atfiliston - HVACR Contractor - Reguwred

3. As a registrant enter your class
holders license number.

If you only know their first and last
name, there is an option to search by
name under category.

NOTE: If the class holder is expired you
will never find them on this list, they
must be valid for you to proceed.

Setart | atiee Murea: §
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4, Select your employer from the
list.

Add Affiisstion - HVALR Comtrector - Reguared

5. Click add selected.

Aftilimtion Search and Selection HVACKH Contrects  Heguered

e e

Came 8 St P I

Cooting MoClyiller
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6. Click save and continue

&
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Section 5 — Information Summary - This is your LAST chance to make any changes
before you confirm and move to the next area.

ONCE YOU CLICK CONFIRM YOU WILL HAVE A HARD TIME GOING BACK AND
YOUR SUBMISSION MAY BE HUNG UP FOR A FEW DAYS!!!

Section 5. Information Summary
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Once you have looked over
everything and are satisfied click
=3 confirm.
[ = |
3
=3 et [l
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SECTION 6 -THE ELECTRONIC SIGNATURE PAGE — 4 STEPS.

7!:;7

ADLL - Heating, Ventilation, Air Conditioning and Refrigeration Licensing Board

o o o o
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o { 8 Electronic Signature

HVACR Registrant Apptication

Inetructions +

1. CLICKYOU AGREE TO EVERYTHING YOU JUST — '

" = 2 ENTER YOUR NAME.

3. Use the drop-down to
find your class holder.

DO NOT USE FOR REGISTRANTS J

My Payment Options

4. FINAL STEP FOR
REGISTRANTS. CLICK SEND
PAYMENT REQUEST. IT
WILL TURN BLUE WHEN
YOU SELECT YOUR CLASS
HOLDER.

You can log out of your profile and wait for the email to say your license has been issued.

You can be denied for creating a new profile when you already have one in the
system. We cannot move licenses out of profiles, once the license is created in a
profile it is there. Before creating, check with our office.

You can also get denied for not sending the payment request, it is the class holders’
responsibility not the companies to renew your license while you are their registrant.
Sending payment requests does not allow a registrant to see who paid for their
card as all the payment information will be entered in the class holders’ profile not
the registrants. They will only be emailed if their license has been approved if their
email is on the profile.

If you have completed 2 years as a registrant, you will need to apply for an exam
clearance first. You will use the username you were given as a registrant because it
is your history profile. Once you pass an exam, you can apply for a contractor
(HVAC/R Class A, B, D or E) license.
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