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Complete License Verification Process

The License Verification process is for current County
registered Licensed Professionals to create a license
record. The completion of this process will allow
Licensed Professional the ability to keep their contractor
information up to date as well as be added to permit
applications. This is a one-time process.

The steps listed below provide instructions on how to
complete the License Verification process:

1) Login to the portal.

2) Select Newfromthe left menu and select Contractor
License Application
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3) Review the Conditions & Use for Online Services
and select the box next to ‘I have read and accepted
the above terms'’ to accept.

Conditions & Use for Online Services

Hillsborough County online payment (e-commerce) services are not available
during certain hours due to normally scheduled maintenance activities according to
the schedule below. If your business transaction has a due date associated with it, it
is your responsibility to ensure that your payment is made by that due date. Delays
caused by the unavailability of any online service DO NOT warrant the reversal of

late fees, as payments may also be made by other means, such as postal mail and =

| have read and accepted the above terms.

4) Select Continue Application to proceed to the
Select a Record Type page.

5) Enter ‘verification’ in the search box and select
Search or select License Verification from
the Contractor License menu. Select the
circle next to the application type and select
Continue Application to proceed to Application
Information page.

Select a Record Type

Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.

6) Enter the license number provided by the State or
Hillsborough County into the License Number field.

7) Select Continue Application to proceed to the
Update Contact Information page.

Step 1:Step 1> License Verification

License Applicant

8) Verify the contact infomation fields are correct and
update as needed. Required fields are marked with
a red asterisk.

9) Review the Applicant Attestation and select the
check box to confirm acknowledgement.

10) Select Continue Application to proceed to the
Validate License Information page

Applicant Attestation

11) Verify all pre-populated fields in the top License
Information section and update as needed.
Complete all required fields.

Validate License Information
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12) Complete all required fields in the Testing 17) The system will display a message and send an
Information section. email confirmation the License Verification
process was completed.

Testing Information

Receipt

TESTING @ ‘Your applicationts) has been successfully submitted
¥
Business Law Testing Agency: * I .
Business Law Test Date: * D No Address
Business Law Test Score: * LcveR-21-
oo0onss
Technical Exam Testing Agency: * —Selact— -
Technical Exam Test Date: * D
Technical Exam Test Score: *
Technical Exam Test Type: * —Select— -

13) Verify all pre-populated fields in the bottom
License Information section and update as
needed. Complete all required fields.

Please note: This section is only available for State
Registered Licenses.

14) Select Continue Application.

License Information

15) Review the application. If changes are needed,
select Edit to edit the applicable section of the
application.

16) Select Continue Application.
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