E-License - Individual Account Creation Tutorial

All users will need to create a new account before they can utilize the elLicense portal. This guide is to
assist all users, new and old, in the creation of an online account to ensure that the information
contained within the database (fingerprints, examinations, license records, etc.) is properly associated
with your account. All first time users of the eLicense portal should follow these instructions.

1. Access the E-Services Site located at https://apps.colorado.gov/dre/licensing/

2. Select “Register” from “Access Your Account” section.
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User ID Welcome to eLicense
User ID The Colorado Division of Real Estate's Online Services
All current and future licensees need to register in our new eLicense
Password system beginning 7/1/15.
Password . . . .
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Don't have an account '@ L& | As of 7/1/15, all current and future licensees will need to register in our new |

Forgot Password? Forgot UseriD? elicense system in order to manage their license(s).

! Ifyou are a current licensee, but have not used our online services since we went
. < live on 7/1/15, you will need to create a new account. Please note that any

5 previous login infarmation is no longer valid and will not allow you to successfully
\ log into our new online services.
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Please make sure when you register that you answer "yes" to the second v
__question in the registration process that asks if you hold a current license with the

3. For the next page, leave all options as is.

Register new Account

Fields marked with an asterisk * are required.
Step 1. Business or Individual

Register as: Please review the selections
carefully. In most cases you
will want to select "Yes”

& Individual

even if you think we don't
have a record for you.

Please review the selections below:

= | currently have a license (Select "Yes" below)
- | have submitted an application (Select "Yes" below)
« | have Registered with NMLS (Select "Yes" below)

- | have submitted fingerprints (Select "Yes" below)

- | have taken the pre-licensure exam through PS| (Select "Yes" below)

= | am a new application and haven't completed any requirements yet (Select "No" below)

® Yes

Next Cancel


https://apps.colorado.gov/dre/licensing/

4. Enter your last name and then enter only one of the 3 options listed. Mortgage loan originators
should use their NMLS ID number. All other users will use the last 4 digits of your social security
number. If none of those options work, please contact the division. Only the Division can give

you your specific Online Registration Number. (This is not your License Number.)
Account Matching

In the first field make
sure you type in your
last name only.

Fields marked with an asterisk * are required.
Step 2. Answer Security Questions

We will try to find your account by asking you the questions below:

Items with * are required.
You must also enter at least 1 optional field(s).

*Last Name
Plus ONLY ONE option below ‘
1.Last4 SSN
2. NMLS ID Number In the following fields
(Mortgage Loan Originator Only) l:l ONLY CHOOSE ONE OPTION.
= OR = Read the options carefully, in
most cases you will only use

(Only use at the Division's

@ cancel

5. If there is no match found, please go back a step and make sure your information was entered
in correctly and that you only entered information in 2 of the 4 fields.

3. Online Regi fon Number ‘ ‘ the last 4 digits of your SSN.

Reglstration
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“Password
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6. Enter your user ID, email address, password and select 3 secret questions and provide answers.

A pop-up menu will assist you in creating a complex password. Select “Create Account”
Registration

ease choose a User ID and Passward
Account Information

If you have an email address on file with us already,

“User 1D TestRacond it should automatically populate here. If not,
“Fmall ¥ | festirecod com
Possword | sssssssss
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Confim Password

Choose Security Questi and A

Secret Questions
Secred Question 1
Sacret Question 2

Secret Uuestion 3



7. Once done, system will generate and send an email to the address you provided. Close the
browser window and check your email. Click on the link to verify your email to continue the
registration process.

The next step is to verify your email address. The system will send an automatic email to the
email address you indicated. Please click the link in that email to verify your email address
and continue with the registration process. If you did not get an email, please click the
Generate E-mail button below.

test@record.com

Your account or new email address has not yet been verified.

You have been sent a verification email by the system to your email address of record.
You may have to check your SPAM filter. Click on the link provided in the email.

Once clicked you will be returned to your account and provided access.

Change Email

If you have not yet received the email, you may click the below button labeled "Generate E-mail" and a new one will I-I
to you.
Please note: When you click the "Generate E-mail" button any older verification emails will be invalid. Ensure thatyffou click

the link in the most recently received email

b
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Generate E-mail

Password: nge Password

Security

Questions:

8. If you get to this screen with no more “issues with your account”, then you have completed the
registration process successfully.

Welcome, Test Record Logout
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User ID: TestRecord

Change User ID

If your User Account Screen
looks like this then you have
successfully registered.

E-mail: test@record.com Change Email

Password: Change Password

Security Questions:  Change Security Questions



9. Return to the Home page to view the information tabs and confirm the account was
successfully linked to your license record. Contact the Division if the account did not link

properly.

‘Welcome, Test Record Logout
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This screen shows you already existing
information in each tab, such as existing
license information and address information.
There are no applications on this screen, only
information.
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Welcome to the Division of Real Estate's ~
elLicense Management Portal.
Please select the appropriate Online Services link below to make updates to
your license.

If you are using a tablet or phone to access this site, you may experience significant difficulties with page display.
Please Note:

% 1.If you do not see your current license information under the License Information tab, your account may not be registered
.- properly. Flease review the Account Creation Guide and register again.

2. If you trying to RENEW your license, and do not see an application option to "Renew/Reinstate Your License" then your license
} expiration date is over 30-45 days from today, or the account was registered improperly.
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! 3. If you are trying to RENEW your license DO NOT select the link titled "Create/Continue an Application for New License"!

'I 4, If you are an Appraiser (AL, CR or CG) attempting to renew you must first complete the USPAP Audit.
. N, T Vg ke N N

10. To access the licensing functions, select “Online Services” from the upper right hand corner of
the page.
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5 The "Online Services" area is where you

would choose the application you wish to

complete. You can access this section

either by clicking on the Online Services

link at the top right of your screen, or by

simply scrolling down to the bottom. -
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