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SIGN UP NOW INSTRUCTIONS: 
Clicking the link to the Online Services Login, will open to the Sign in Page shown here.  Follow the steps 
below: 

 

 

  

Select “Sign up now” 
(just below the “Sign 
In” button) 
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Enter an email address 
to which you have 
access and click “Send 
verification code” 

Check email for 
verification code (Example 
shown). Copy and past 
code into User Details and 
Click “Verify code”. 
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Enter and confirm New 
Password. 

Enter reCAPTCHA characters (Characters are NOT case 
sensitive) and click "Create".  

NOTE:  If reCAPTCHA characters are difficult to read, 
use the circular arrow to refresh and create a new 
code.  This can be done as many times as necessary. 
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Enter a phone number to 
which you have access 
for Multi-facto 
Authentication (MFA) and 
select “Send Code” or 
“Call Me” 

Enter MFA code and 
click “Verify Code” 



5 
11/9/2025 

 

 

 

The Verify User page will open. Complete OPTION 1 ONLY 
to verify an existing record 

• Individual licensees must use the last 4 digits of their SSN 
and their license number and click “Verify”. 

• Corporate licensees must use the last 4 digits of their 
DQR’s SSN.  Then enter the corporate license number, and 
click “Verify” 
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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).  
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