
1. Login and select the drop-down menu next to your name in the top right of the 

portal home screen.

2. Select “My Account”



3. Select “Access Code” and enter portal access code then select "Submit”.



4. After selecting “Submit” return to home page and select "GO” under “My Portal”.

5. Select “View” under "My Applications”.



6. Select "Renew” next to business name and continue with renewal process.




