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Online Renewal Instructions  
 
When the login account is successfully created, the system will automatically open to the Individual 
Overview/Dashboard, where you can continue to renew an individual license, update your individual contact 
information, or manage corporations to which you are associated as the designated qualifying representative 
(DQR).  
 
To Renew a License: 
 
For Individual Licensees: 
 

1. Select Individual Renewal from the menu on the left of the screen. NOTE:  If visible, disregard menu 
option ‘Pay Invoices – CE Hours’.  This is for CE Providers ONLY> 

 
 

2. This will display a grid containing the license(s) to be renewed. Select the blue Renew next to the 
license you wish to renew.  

 
NOTE:  The screenshot below represents an individual that holds both a Limited Home Builders 
License and a Roofers License.  Each license requires a renewal application to be completed. Once 
one is submitted, click Return to Dashboard, to follow the same steps for the next. If only an Unlimited 
Home Builders License is held by an individual, only the unlimited license would appear in the list. 
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3. This will display the renewal application in three parts – Incomplete Requirements, Requirements 
Under Review and Completed Requirements. Select the arrow to the left of the requirement to expand 
for more details. As you complete each requirement, it will move to either Requirements Under Review 
or Completed Requirements.  

 
NOTE:  1) Credit Report and CE Hours requirement sections are for information only.  Those 
requirements will be completed by HBLB staff once the proper documentation is received.  
 
ALL REQUIREMENTS MUST BE COMPLETED BEFORE A RENEWAL APPLICATION CAN BE 
FULLY PROCESSED. 
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For Corporate Licensees: 
 

1. From the Individual Overview Page, select Manage Corporations from menu on the left of the screen.  
 

NOTE:  
1) This option will only appear if the individual logged in to the portal is already associated to a 
corporate licensee as the Designated Qualifying Representative (DQR). If you do not see this option, 
contact the Board. 
2) Disregard menu option ‘Pay Invoices – CE Hours’.  This is for CE Providers ONLY. 

 
 
2. This will display a grid containing a listing of all corporations the individual is associated to as the 

DQR.  Select the blue Manage Corporation next to the business to be renewed. 
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3. This will open the Corporate Overview Page. Select Renewals from the menu on the left.

 
 

4. This will display a grid containing the license to be renewed. Select blue Renew next to the license you 
wish to renew.  

 
NOTE:  The screenshot below represents a corporation that holds an Unlimited Home Builders License. 
If the corporation held both a Limited Home Builders License and a Roofers License, each license 
requires a renewal application to be completed. Once one is submitted, click Return to Dashboard, to 
follow the same steps for the next. 

 

 
 

5. This will display the renewal application in three parts – Incomplete Requirements, Requirements 
Under Review and Completed Requirements. Select the arrow to the left of the requirement to expand 
for more details. As you complete each requirement, it will move to either Requirements Under Review 
or Completed Requirements.  

 
NOTE:  Credit Report and CE Hours requirement sections are for information only.  Those 
requirements will be completed by HBLB staff once the proper documentation is received. 
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You will be notified via email when the renewal application as has been approved. 
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